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WEST VIRGINIA INSTITUTE OF T’ECINOJ_DGY

LA Montgomery, West Virginia

4

4

FACULTY HANDBOOK

1975

: 0
'} A Office of the President . -

A} . . . ‘ Il
o
) ‘ | , /
This Hangyégk provides all members of the faculty and administr/é\tion
with .information which relates to the intermal policies and practices as.
ell as other matters of faculty interest at West Virginia Institute of .
}éachnolo The’ Fadulty Constitution, .appropriate regulations of the
West Virginia Board Of Regents and other académic information are included.

- The Handbook is &\ working document which i% periodically revised.
Suggestions, including errors and omissions, are\welcomed by the
appropriate Faculty Committee and the President. .
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Aruitoxt provided by Eic:

" basic canons of academic freedom recognized throughout higher education.

v T. _ACADEMT C FREEDOM

West Virginia Institute of Technology endorses and adheres to the

A. Scholarly rescarch and investigation on the part of faculty '
members is enccuraged by the College:. There are no restraints upon such
activitier, - 2oap oo thoy do rot. interfere unduly with the performance
of troaghing oo ' N : . _ .

B. West Yirginia® Inctitute of To/nnolopy does not impose any limita-
tions upon the teacher “reedom in_the expocition »f his own subject in -
the .classroom; ~r in addiesses and ;ubrl”dtloﬂ outside of the college,
except dan gooel Laote o the neceor Loy oof adapt g instruction to the needs
of gtudents may e p1ioe, :

- @
"

. 1 teacter has the priviiege of discusciag in his claskroom con-
troversial topics cutulde of lds own field of study. Classroom time
should be reas.-rvad C“lflj “for steachirig the subject marter of the course; e -
it should never Lecome a sounding board for the” yeFSmndl opinions of the
instructor on some other wopic. . e /-
D. Th: ¢ ‘Zpge'rmvog114~¢ that. any teacher in epeaking and writing
¥oide of the in-ricution uper subiccts beyond thz scope of his.own field
entitled to th' same frezdor, but is also subject *tp the same responsi~
bility, that at~a hes to ail ~ther citizens. T these eXpresolons should
be siich as to raise grave doubts concerning the instructor's fitness for
his position, the question will be a-matter for consideration. It is ’ J
clearly ur-derstond that the onllege 4ssmes no re:s ponq1b11lty for' the
private rieys oxprenond by momkfrs < f its ataffy (u]ty should make it .
clear “thar rhewy ape owprensing\only their personal opinions.
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“B. Board of Regents . . - S B ﬂtf

The West Virginia Board of. Regents has jurisdiction over all state
supported institutions of higher education in West Virginia. Established
on July 1, 1969, the Board is composed of nine members appointed for six -
year terms by the Governmor of the State of West Virginia, plus the State’
Superintendent of Schools, ex-officio and non-voting, as well as a student
from ane of the State Colleges or universities, also non-voting. . The
legislative act creating the Board of Regents assigns to-the Board re-
sponsibility’ for the general determination, control, supervision, and .
management of the financial ¢ business, and educational policies and af-
fairs of all State colleges and universities. The Chancellor of the~
Board of Regents and his professional staff assist the Board in the per-

. formance of its duties and responsibilities.
C. West Virginia Tech Advisory bLoard

As authorized by the Stats legislature, the President each public
.college and university 1is assisted in the performance of'iigjgesponsibili—
ties by a lay advisory board. lMembers of this Board are appeinted by the
Board: of Regents with recommendation from the President. The Tech Advisory
Board meets several times.a year, with a representatdve.of the Faculty
Assembly and the President of tle Student Body ‘meeting with the Board.

-
.
-

D They Executive Committer ) . -
Vi

The Lxecujive Committee 5its at the pleasure of the President to
‘advise him on. matters which he brings before the Committee. The Execu-
tive Committee consists of fhe Chairman of the Faculty Asserbly, the
President of the Student Bordy, and the following officers.

i v %
1. The President . //

o Prosident serves as the chief executive of the institution and
as guch is.the local administrator who is ultimately responsible for all
matters relating to the institutiort. In this capacity he reports and
recommends diractly to the Board of Regents from which body he has.peen
delepated his authority. Regarding perconnel matters, the Bogrd has

" ORDLRLD that the president of each West Virginia state-owned college
and university be, and he is hereby, vested with and given full power and
authority consistent with personnel policies of the Board of Regents to
hire, discharge, promote, or demote or in any matter rearrange the status
of all employees now or hereaiter ected with his institution and fix
from time to time the salariescand wames of the same, excepting only the
president." \ o ‘ Lo

A

ive policy can be maintained
‘only when the President, as the one bearing ultimate responsibility, is
fully and promptly informed on all matters pertaining to the college. A
written report is preferable to an oral one and has the virtue of perma-
nence, thus fortifyins any subsequent action. All recommendations from

Harmonious and efficient administ
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administratorgﬂ/éémmiffees,\etc., should be presented in writing. Majort .
recommendatidns fiust be written carefully so that proper study may be .
given them. /Qf{ﬁ _ ) e : ’
2. Assistant to the President
The Assistant to the_Prqsident is charged with executing whatever
duties may be deldgated by the President of the institution. , While the-

' responsibilities may change from time to time, thoséWstéently assigned

to this office are as follows: .

(a) Fund Development: To develop and implement an on-going .
program of giving to’the college from all private ,
sources. * : E ,

(b) Director of Alumni Affairs: . To assist the Alumi Assoc-
’ iation In its undertak%ggs”?gd maintdin the records L
of the.alumi.-

-

- - ( EN

iqcorporated:_ _
. To oversee the day’ to day operations of the Egyﬁdation S
which was created in 1964 for the benefit of the collegez?.

(¢) Bxecutive Director of the Tech Foundation,

(d) Secretary to the Executive Committee.
(e) Diréctor.oﬁ the-Affirqative Action Program" - n

3. Dean of Students

: The Dean of Studepts is the chief adminigtrator for the Office of .
Student Affairs. The Office of Student Affairs is responsible for the, .
quality of student life on campus. Through its services and programs, - -
the campus atmospher€ is enhanced #d the' learning environment is extended
and improved. The Office of Studenk Affairs is composed of the following i
offices and services: Dean of Studends, .lousing, Student Activities and o,
Orpanizations, Financial Aid, Career Planning and Placement, Counseling £%. -
and Orientation, Security, and Operation of the Tech Center. . These offices:
function cooperatively to serve students by providing educational opportu-" -
nity, by helping students succeed personally and academically, and by
developing supportive educational and social programs throughsut the
‘institution. - - Ny -

4. Business Manager
‘ -

* The Business Manager is the chief fiscal officer of the institu-

" tion. Iiis responsibilities include the collection, disbursement and

accounting for all funds. The Business Manager is further responsible for
the institution's physical plant operations which include fmaintenance
operation, custodial care, and inventory control. All institutional pur-
chasing is handled through the Business Office, including telephone and
mail service. Faculty housing is also administered through this office.

/o 10 .
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: ‘ - 5. Director of Admissions; and Regi\'straf*"';‘

N ! - AR R ; r C
- The Director of Admissions and Registrar is respohsible for the -
coordination and, supervision of, all-areas of admissions, registration,
and record keeping. | Included.in these duties are oo ination of .-
institutional programs fop: student’ recruitment ,- supervision of festing
' pmgran\s,.preparation of class schedules, maintenance of enpollment L
L ctatistics, grades @nd graduation, and conducting ',i.nstitutioﬁal» . " o
. pesearch appropriate to the office. e .

5. Divector of the Library .-’ B

N “The Director of the Library acts'as the administrative and
"~ supervisory ‘officer of ;the West Virginia Tech Library. . HE is respén-
sible for all‘liprary facilities at 'the ';i__r}stitution and establishes™
the iroce n for their use by students, faculty menbers , and others.
~He i .agsistéd by a staff of tlireé pmfessional "and other employees o

- © in the operation of a reference department, a circulation department S
which handles the general reader service e

- A

nan , and periodical depqrt:neﬁﬁ
which in¢ludes a_microfilm geag‘\iice, and a technical. sérvices depart-
ment which handles the processing of books and periodicals. Tty

e

g

7. Director of Athleties ’,

The Director of Athletics”has charge of -Athletic Department
business mattérs and is pesponsible for all- details: of the inter-.

. collegiate athletic program. It i his responsibility to promote o

- the develtpuent of an athletic program consistent with the general e
purposes of “the institution. In ad ition to intercollegiate athletics, o
he js responsible for the following areas: ac
Physical Education Division; development of the intramural programs
and use of the recreational facilities of the Physical Education é
Building. ' , : - . :

8. Director. of Public Information .
. _

, _ The Publit Information Office. at West Virginia Téch serves’
as the informational neis outlet for all activities of the .school.
In addition to originating general and S srts news stopies for
general release to media, it also answers inquiries fwom the metdia
and follows up on any special media request. The Public Information
Director assists faculty, students, and administration in obtaining
publicity for special events; ‘the: design, copywritings, and publi-
cation of brochures; and assists with arrangements for special
_campus events. SN -

-

/ The PIO Office also publishes a student-faculty information
cheet, the "Tech Bulletin," two times weekly dur:m[g the academic year.
] .
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M - ' ’
The office combines scheduled activities into a monthly calendar..
Each yeéar the PIO Office compiles, edits, and publishes the college
catalog. To accomplish.these duties, the office maintains files on
all students, faculty, and administration and a complete photographic
« . file of yearly events. The office also maintains a scrapbook of all
*._print media publicity for the college. - :

- . . «
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E. Adninistrative Organization , Lo \ . ) .
2.. The Three Schools ' 4 !
: The academic structure of West Virginia Tech consists of three - oo
schools,. each headed by a Dean: the G mmunity and Technjcal College, the oL
". School of Engineering and Physical Sc-igg"es, and the School of Human - o,
"Studies. g e ST :
Each Dean, assisted by a faculty Gouncil, is charged with the’ . . ]

respon :kbilfty for the deve,lopme'nt of his schodol. Accordingly, the Dean . L
is redponsible for the recruitment, evalyation and retention of faculty, g

_ for the academic advising of students; for curriculum development, \course . )

N offerings, and classroom instruction in his school, for the development s o
of library materials and laboratory equipment, and for' the administrative - : L
‘and financial management of his school. In summary, considerable academic . N
autonomy is actorded each Schoolj each Dean is accorded commensurate . -
authority and responsibility. ', S

va

_ In actual practice, thisresponsibility and authority is shared L
by the \D‘ea‘n\\with his faculty and chairmen. . . ' | D

-~

F." The Chauvha& Functioné and Responsibilities -
,é. w - . * 7}‘7

Appointment. The selection and evaluation of the Chairman is-the’
responsibility of the Dean, who may, at his discretion, invite members
of the faculty to consult with him in making’his decision. e

o % o L

In appointing-a Chairman, consideration is given to the capdidate's
academic degrees, professional experience, recognition in his profession °
‘through effective teachinfg, publication,-and professional activities, and,

. __.most importantly, his ability.to provide inspiring leadership and té .
~ 7 develop and prompte the goals ‘and policies of the School., S ¢

o

Knowing the importance of harmony .and good / érsonal relations within \
his department or division, the Chairman will fnvolve other membets in

making decisions and formulating policies wheryver it is feasible to do so.

He will recognize that, although every decision ‘cannot be made by popular

vote,. there generally must.be considerdble con nsus-concerning goals, . . S

policies, and procedures. ~ L N —

. The effective Chairman will, therefore, seek the suggestibnS"and g o
endeavor to maiftain the support of other members in the department or °\ e,
division,.but both he and they must realize that in the discharge of RS .

- duties and responsibilities for which the Chairman alone -is Yeld account-
able he must have the final authority. J :

@ o

" Administrative Responsibilities.. The Chairman must play an impor-
tant role in interpreting administrative policies and decisions to his
faculty, and, at the same time, keep his Dean and, through him, ‘the
President informed of departmental or divisional needs, of trends in

R4 »

\‘l‘ | ' . o 14




.

_ .-Chairman must give’hig

. - ) % .
his own field which m.'Lght be of jmpo'r*tande to Tech, of Andividual accomplish-

_ments, and recognitions, and of progress and special problems which arise.
In fulfilling this responsibility, it is expected that the Chairman.will have

a close working relationship with the Dean.

. In the func’qibnirig of any institution, there must be a considerable amount -
of teamwork. ,Cooperation. and. understanding of common goals and, purposes, -
however, ‘requires that. the entire faculty must be informed of general poli-
cies and decisions arid‘of the teasons for them. . ' o
The Chalrfman must ﬁlay an impofitant role in iriforming his faculty of admin-

istrative policies and decisiong, and in intérpreting them to this fatulty.

. 'The CHairman will.have an important voice in the making of the policies and

decisions, and it is expected that he will endeavor to implement policies
. and decisions .in a loyal and effective manner. o .

v
b3

Finandes. The Chairman has the responsibility of making his budgetary
‘needs known to. his Dean. It is essential that-he Jnow intimately the needs
of his faculty in‘all budget categories and to justify his requests in

terms pf*'recognizededucational'objectives. " He should also accept ’;:J}? fact
~that “the needs.of his. faculty must bé balanced against other needs il the

“institution.

. N i o R ’ © i

Once funds have been ‘allocated, the Chairman is responsible for.their -
wise utilization and for keeping accurate necords, of their expenditure. W
is alo vesponsible for seeing that they are expended during the fiscal
quarters jn which they are allocated. ' ,

: hg. The Chairman, in-addition fo his administrative responsi-
-Bilities,  also set -an example of gogd teaching for his faculty.
inspiring teaching is coy Gidered.essential to the work of
~"the Chairman an{ is_a major factor imhis sélection and retention. The
CpioriT to excellence in teaching jn his own
. duties and in his expectations of his colleagues. o

- Library and.laboratory Fagilities. ' Critical to all academic areas of
the Gollege are library holdings. The Chairman must assume major responsi-

bility for building the collection of books relating to his field and for
- advikifg the—iibfarian with respect -to subscriptioh of pertinent periodi-
cals and dequistion of periodical films. At the same time, he should be
aware of other educational media and render competent advice with regard to
their place in the library. ' -

. In discherging this reéspongibility, -the Chairman needs to seek the
adyice and assistance of.his colleagues who may have special areas of com-
petence and knowledge. The Chairman should make clear to faculty that
1ibrary development is as much a part of tkegir re(sponsibility as any

other academic function.’ ' : ) :

1 ' P -~ | \.
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“to which they are fulfilling those purposeg.

In some ‘areas, the.development of proper laboratory facilitjes is as
essential as the growth of the llbrary The Chairman must be

ways in whlch related areas mlght share in equlpm t. The eq lgping and JR—
malntenance of adequate laboratory facllltles 7t be negl ted :

FTograms and Courses The Chalrman should onstantly evaluate the

at the curriculums and courses in terms of
Changes in conten or ' (/
orientation should be made when alteratiofis are warranted.

The Chairman must be aware of simidar curriculums inﬁother institu- N
tions in order that: he might have some basis for evaluation of Tech's
offerings. He should also be aware of opportunltles to provide inter-
disciplinary curriculums where they might be desirable.

The Chdirman is expected to be alert to the implications of currlculum
revisions to teachlng procedures and technlques as well as to modlflcatlons
of learning resources and equipment.

A related function of the Chalrman is the publlc1z1ng of educational
programs and opportunities. He should be keenly aware of the necessity
of attractlng students to these programs and should work wlth other college
personnel in recruiting students.

. -These responsibjlities for programs and courses are not the Chairmman's
alone. Participation of all faculty members ih currlculum development and
evaluatlon is essential.

I Faculty Recruitment and Development ‘The strength of the instjtution

?Pests in large measure upon- judicious recruitment of faculty, as well as
upon wise decigions in the matters of promotion and tenure. The Chairman
will work with his Dean in making his personnel needs known, in advertising
available positions, and.in recommending persons- who, 1n his judgment, are
begt quallfled for available p051tlons )

The responsibilities of ‘the' Chairman do not end with recruiting, recom-
mending promotions and tenure, and deciding for separation of faculty mem-
sbers from college service. Equally important is his responsibility for
bringing out the full-potential of each faculty member.

In fulfilling this function, the Chairman must recognize the academic
‘possibilities of ea¢h faculty member and try to assign him work which will
most fully utilize his talents and capabilities. He must be aware of
personal qualltles both p051t1ve and negat1Ve, and consider them in making
’teachlng and adv151ng a551gnments

The Chalrman should seek opportunltaes for his faculty to grow and S
develop, encourage participation in profe551onal activities and attendance
at profes§ional meetings, complement and encourage genuine accomplishments

- by the fa lty, and provide an atmosphere which will stimulate each colleague

"to take prije in his work and seek to improve himself &s.a contrlbutlng
- membér ofeth college communlty o




Ks

.and the degree to which professional study and activity

 Fvaluation of Faculty Membe One of the mpst impo t functions of
the Chairman 1ies in his evaluation offaculty. /Good jud ent with regard
to academic competence, personal attributsg, and; performance can go far -
toward ensuring a strong institution; poor judgment almos certainly will
destroy much of Tech's effectiveness. ' . "

. . J J . 0
Fvaluations must take into account evidences of pr#fessional growth
have been translated
into more effective teaching and improved scholarship./ When evaluations are
made on this basis, it is essential that the Chairman set the pace in pro-
fessional growth and good-teaching for his faculty.

Tn making faculty evaluations, the Chairman will use whatever instru-
ments have been adopted by thé~administration and fagulty of the college.
However, his evaluations must of hegessity be of an n-gbing nature,\and he
must constantly be aware of the quéiity of teaching fand professional\xgtivm
ity.within his department. Moreover, he must discugs these matters wi. Ty
faculty members and with his Dean. Evalu tions made once a year with con-~

ferences only at that time may not.'be .sufficignt tg keep communication
lines open. ’ AN . .

t

- [

Lvaluations of faculty must be made|in a stri fiy professional manner,

in accordance with criteria well known tp the facylty. ‘They must also bé

made without perfonal favor or rancor without [caprice. Moreover,
evaluations mugf be made upon vecognized professional basls and must not

be concerned”with purely perscpdl chard teristics which may be desipable

merely to the Chairman: They must be dfiscuffsed with the faculty members,
and facultl members must have an opportunity to concur or to disagree with

de of them. . ] A

-

Satisfactory evaluation instruments,-adherence to professional atti-
tudes in the evaluation progedures, and mutual respect and goodwill can do
ruch to promote harmony and rapport between the Chairman and members of
his faculty. B ‘ ‘ L

Faculty Personnel Decisibns. The Chairman plays an important role
in decision-making regarding promotions, tenure, and dismissals of faculty.

_In these matters he shares responsibiligy with his Dean and the President.

The Chairman should b thérbughly familiar with policies regarding
promotions, tenure, dismissal that have been formulated by the West
Virginia Board of Regents and West Virginia Institute of Technology}

Promotions and tenure are not granted automatically, but are the re-
sult of action by the W;sx’virginia Board of Kegents taken upon recommenda-
tion by the President ¢f the College. They are usually based upon meri-
torious service and value to the institution and stem from a careful
review. - For this reason, the Chairman must evaluate his faculty. carefully
and keep his Dean informed of his views of each member's service and
progress. He must also be certain that each faculty member is kept aware
of his strengths and weaknesses and that continuous efforts are made to

~ help him develop to his full potential.




12

The Chairman should set an example for his faculty in excellence in
teaching, rapport with students, upholding academic standards, concern for
the welfare and interests of his colleagues, attention to routine matters
such as reports and assignments, and willingness to dedicate himself to the
jnterests of West: Virginia Tech and its students. ' ,

Academic Freedom. One of the most important functions of the Chairman -
is to provide an atmosphere in which members of his faculty can function in
the best interests of their students, their profesgion, and the college.

For this reason, the Chairman must be committed to the canons of academic

freedom. .
e efforts of the Chairman to provide a climate in which free inquiry ﬂ%"
' and independent thinking might take place must not be tonstrued as giving £

licenge to an instructor to promote personal interests in the classroom or.

- to devode class time to extraneous subjects. Rather, it entails mutual : -
respect &n the part of the Chairman and his faculty and ol igates both to

\ . balance their freedom with the highest qualities of professionalism and

‘ integrity o _ : »

, Acadenfic Advising and Clunseling of Students. One of tbevmost important ' .
B responsibilities of the Chairman, and ore which cannot be divorced from in-
' Istruétiqnai«kesponsibilities, is in counseling and. advising students. Each

student should have the assistance of competent and eoncerned qdvisérs‘
. throughout his college years, and it is essential that the Chalrman recog-

nize and implement this responsibility. \ - -~ -

Some of the work of coungeling and advising students will naturally
fa ﬁfupon the Chairman, himself, but he cannot do all of it.s It is incum-
bent upch him to designate other faculty who can assist in this function
- and who can and will provide @ompetent advice to students. The Chairman
has the responsibility of malfing certain that academic advisers accept the
seriousness of the counseling function, and that they make themselves' avail-
able to students for adequate periods 'of time and at hours reasonably
convenient to the students. , , '

Academic advising should not confine itself to working out sgk_a.edules3
adjusting conflict#, and taking care of routine matters. The Chairman
should also offer suggestions and advice as to careers open to graduates .
in his® area, possibilities for graduate study in the field, and other
matters of a professional or practical nature. '

 The academic adviser should also recognize that academic matters do
not exist in a vacuum. He should be afare of other sounces of counseling
available to students and to special services for students with academic
or personal problems. He should work closély with these groups, as well
_as with the.Office of Student Affairs, to provide the best possible : \
advice to his students. : - ) o ‘

.:, ’ S ' : \;\ / ‘ h "

9
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_ Collegiate, Responsibilities. The functions of /depqptmm‘s*s and
_divisions are often interrelated with needs and offerings in other
departments and divisions. -For this reason, the Chair-ma}n must be

[ \‘ \\ \‘

_ keenly awape not only of the programs in his own areas, but he must

also have a knowledge and sensitivity for ‘the needs and, programs
- elsewhere in the institution. L

The effective Chairman, furthermore, will under's*ua'lzld that a

college is more than a collection of departments. In!its mission to -
enrich the cultural life of a community and of its more remote environs,
the college must undertake many functions. The Chairnan will, therefore, . .
seek to make a contribution to the total life of the college community i
ahd to encourage members of his faculty to give freely of talents and : :
resources which can enrich and stimulate a broad spectrum of community
interests and activities. b :




G. TFaculty Assembly of West Virginia
- Institute of Technology - -

All full-time faculty menbers and cartain administrative officers are
menbers of the Faculty Assembly of West Virginia. Tech. The Faculty Assemnbly
is currently operating under the Constitution presented here. . ‘

"y
‘ Constitution of the Faculty Assernbly of -
/;West.Virginia Institute of Technology - .

)

AﬁTICLE I: WAME OF THE ORGANIZAT1ON

This organization shall e’ Jriown as the Faculty Asgembly ' /

w? ‘ of West Virginia Institute of Technology. . .
K ARTICLE TI: PURPOSE OF THE FACULTY ASSEMBLY ) :
Thé Faculty Assembly shall be the basic legisl Yive body ) t.? N ,
of West Virginia Institute of Technoldy dealidg with all I o
matters that come within the province of Faculty ) A :
except those delegated by the Roard of Regents tO the ) yd ‘
B President or by legal action ¢to the Board. '
- ; ] @
ARTICLE TTT: FACULTY ASSEMBLY RESPCNSIBILITIES . : "
. , | Section 1: The réSpbnsibilities of the Faculty. .
. y Assembly shall be: : - ‘ o o
. 1. To deternine matters of policy with respect to '
educational prografis, in areas such as: - '
’ ’ (a) Continueus study of college curricﬁlar needs with

recommendations to the appropriate officer, or committee
‘ for modification, addition, or abandonment of programs
' of study. ,
o~ ., ~ L “
. - (b) Changes in school_organizations as heeded. '
. @ Definjtion of standards for satisfactory academic
progress (including probation, SUSpENnsior,, and class
, . - attendance policies). : '

s A (d) Establishment of‘pequhremehts for graduatioﬁ from
the college.

N

(e) ‘Certification of candidates for degrees in course @
“and for honorary degrees.
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CONSTITUTION (Continued) | .

el

~

* ARTICLE IV:

2. To recommend standards for admission to the college.

3. To pr)cmoterk the welfare and morale of students and
faculty. ' oy B
4, To promote ‘academic freedoin and pr'z)fessional-
pesponsibility. : *
5. To establish. procedures gover'ning( dismissal of
faculty member and to establish means for reviewing cases
of ‘dismissal. '

‘6. To establishoappmprl'iate camittees for effective
administration of the functions of the Faculty Assembly,

to.define comittee duties, and to provide for their
membership and organization.

Dt

7. To recommend policy regarding qualifications for
faculty employment , raj;}k, tenure, leave, and salary ranges

and increments. . . , -

a

_ of the Collgge,

Section 2: Any decision by thé Faculty Assembly or a
duly constituted committee, when passed and recorded in
accordance with the -provisiong of this constitution,

¢

Virginia Institute SF Technology when submitted to-and

shall be deemed an official action on behalf of West » /

' approved by the President of the College. If any action ~ )

by the Faculty Assembly or & duly ,established faculty e
committee is overruled by the President, he shall give’

written notice of his decision and objections to the .

Taculty Assembly and the appropriate committee.

. Section 3: Any action by the Faculty Assembly, must
be in hammony with the public Ey of the State of West
Virginia and -with the policy e ablished by the govz\m—
ing board of +hé.-state colléges. ' : o

>

Section b: The President shall be responsible for’

informing the Faculty Assembly of all actions by the °

governing board which affect the educational policies

<
4 o

MEMBERSHIP IN THE FACULTY ASSEMBLY

Section 1: Members of the Faculty Assembly shall be
all full-time faculty personnel (instructors, assistant ’
professors, associate professors, andoprofessor's) and ,

members of the Administration as follows: The President,

_the Dean of the Faculty, the Director of Admissions and

o

21

+
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CONSTITUTION (Continued)

the Director of phe Libriary,

- "Y(egistr'ar, the Comptroller, ,
three Schools.

—— . the Dean of Students, and the Deans of the

L Section 2: Part-time teaching faculty, and other
members of the administration not specified in Section 1,
may attend meetings of the Faculty Assembly only as
observers. They will have no vote and may not participate
in discussions unless invited to do so by the presiding

- officer of the Faculty Assembly. )

Section 3: When the status of any faculty member is
in doubt, the designation as full-time or part-time fa- .
culty shall be resolved by the Dean of the Faculty.

Section 4: A list of all members shall be prepared
~ and distributed'at the first meeting of the academic year.
o . Additions or corpections shall be noted and recorded at
subsequent meetings as changes ocgur.

A

ARTICLE V:

OFFICERS OF THE FACULTY ASSEMBLY

0 Section 1: The dfficers of the Faculty(Assemblyrshall
/ fnclude a Chairman, Vice-Chairman, and a Searetary- :
Treasurer.

Section 2: The election of officers shall be carried
out as follows: _ o

(a) Not later than March 15 of each year, the Chairman °
of the Faculty Assembly shall appoint a
and an Elections Committee.

'3

 the Nominating Committee shall submit the names of two
candidates for each office. At this meeting, the Chairman
of the Faculty Assembly shall call for nominations from

\

the floor. *
(2) The Elections Committee shall prepare a ballot

listing all nominees. The ballots shall be distributed

by mail to all voting members of thé Faculty Assembly not

later than April 20. To be counted, ballots must be

completed and returned to the Elections Committee by

April 30. - | |

Section 3: - To be eligible for nomination and election,
a candidate must have been a voting member of the Faculty
Assenbly of the College for at least three ‘academic semes-
ters prior to the elections. Members of the Administration

-

/ . 22 ' .

Nominating Committee

(b) During the April meeting of the Faculty Assémbly,_'f

g




~ CONSTITUTIOW (Continued) '

as defined in Article IV, Section 1, are not eligible
for election to the Executive Committee of the Faculty
Assembly. .

~Sgction T Officers of the Faculty Assembly shall .
assume their duties on June 1 and serve through the
following May 31. : o)
. .3 . \\ L

. Section 5: The Chairman of the Faculty Assembly

; shall be limited to two consecutive terms in this office.
' Other officers may be limited to three consecutive terms.

W Section 6: When a vacancy in the Chairmanship occurs,
‘ the Vice-Chairman shall immediately succeed to that office.
Vacancies in other offices shall be filled by election at -
. the next regular meet%ng; nominations shall be from the
/floon%

oy
e I4 ‘-

¢

ARTICLE VI: DUJTIES OF THE OFFICERS

+,
Section 1: The Chairman shall preside at all meetings
of the Faculty Assembly and its Executive Committee.
Whenever appropriate, he shall represent the Faculty )
Assembly at college functions and shall perform such other

/ duties as are normally the responsibility of a presiding -
. officer. - S
Sectiion 2: The Vice—Chqi ; shall serve as assistant

to the Chairman and preside at alll meetings in the absence
of the. Chairman. ’ : : -

Section i: The Secretary-Treasurer shall maintain \\\Q
minutes of alll Faculty Assembly meetings and distribute ‘
them to all mejbers. He shall be responsible for the’
official correspondence and the financial retords @f t
Faculty Assembly. ' -

"ARTICLE VII: MEETING OF THE FACULTY ASSEMBLY - | -
‘ Section 1: Meetings shall normally be held at 1 p.m.
on the first Thursday of each month, unlegs the College

1s 1n recess.

)

e .
&

‘Section 2% Special meetings may be c _
. presiding officer, or upon request of the Presjdent or
‘i, Dean of the Faculty, or by written petition o one'fiﬁgg
" of the voting membership. B .
Y

~

- ' - ) . )
- N ‘ ’ Al \\
' » ) ' - ’

N




CONSTITUTTON /(Continued)

ARTICLE VIII:
4

Section 3: At least 24 hours prior to eggﬁ meeting,
the presiding officer shall notify all membeps in writing
of the time, place, and purposes of the mee ing. Items
not listed on the agenda may not be acted upon /except as
permitted under Robert's Rules of Order. /

’ /

e

It NS

QUORUM AND PROCEDURES FOR FACULTY ASSEMBLY MEETINGS

Section 1: Twenty-five percent of the ﬁembership,'
excluding those on leave of absence, shall constitute a
quorum during the regular academic year: A ‘quoruln during
the summer session shall be a majority of those who have
accepted their contracts for the following academic year
before thé end of the spring semester. ~

Section 2: Meetings shall be conducted in accordance
with Robert's Rules of Order, Revised. The Chairman shall
appoint a Parliamentarian to advise him on questions of -

- procedure.

)

ARTICLE IX: '

the Faculty Assembly or by the Président of the Colliege

Section 3: The agenda for méetings shall be prepared -

by the Executive Committee of the Faculty Assembly.

Section 4: Members desiring consideration of pro-
pdsals other than procedural must first submit -them to
the appropriate permanént committee for possible inclusion
on the agenda. Nonmembers may address meetings for the
organization only Ly ihvitation.

. - , C /
PERMANENT COMMITTEES - .. ‘ N

K
8

Section 1: To carry out efficiently its responsibili-

hties, the Faculty Assembly shall establish permanent{™

committees. The composition of each committee and the
method of selection of its members shall be as ‘givef in
Section 5 of Article IX. | ’

Section 2: The responsibilitieé of each o
shall be those established by the Constitutich or Ythose
temporarily assigned to it by the_ggecutive Committeye of

Section 3:. The Faculty Assembly shall be ipttormed
in writing of all committee decisions. Any deg sidn by

* a duly constituted comnittee shall become the pofficial
- policy of the Faculty Assembly unless review/is requested

by the appropriafe committee chairman, the faculty Assembly
Executive Committee, the President or Deay

T 24
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ough written petition of twenty-five members of the
Faculty Assembly. Committee actions which are subjéct to
review may be returned to the committee for reconsideration
y ‘be voted upon by the Faculty Assembly as a whole.

| Section 4: Unless other provisions are in force, each
committee shall elect its own chairman excluding students
ahd all those people with executive presponsibility in the
area of the committee. L - ’ '

3

Section 5: The permaﬁent committees of the Facultyv
Assembly, their duties,.and membership shall include:

—

)

(a) Executive Committee of the Faculty Assembly

Membership: Chairman, ViC‘e—éhairman, Seeretary-Treasurer
. Duties: To advise the Chairman, to prepaye the agenda for

4n this constitution. °

°

”

(b) Acadamic Affairs Committee

Membership: The President (Chairman), the entire member- .
ship of the Curriculum Committee of each school, three (3)
elected representatives of the Faculty Assembly, and -

fwo students . appointed by the President of the Student
Government Association, subject to-approval by the

Student Senate. The student representatives must have

at least a 2.5 average, must not be on probation, and

may not be from the same academic school. The Director

of Admissions and Registrar, the Director of the Library,
and the Dean of Student Affairs.shall be ex-officio
,members in non-voting capacity. - i
“Duties: To develop academic policy for the college
" including graduation requirements, curriculum revisions.*

and divisional structure of the college. Vo

(c) School Curriculum Committee '~

P - .o 8 :
' Membership: The three school Curriculum Committees shallt
conisist of the Dean of the School' (Chairman?, and one
: LAl representative of each stbject area. where a major is
\\ offered. Appointed Division or Department Chairmen. .
‘ shall represent the degree . granting area of their pro-
fesgional training, Taculty of degree granting. areas
not so represented shall .elect a representative to their

' 4 Curriculum Committee. , The subject areas to-be represented
i ghall be listed in the Bylaws of thelFaculty Assembly.

/

./

s/

. meetings, and to perform such other duties as are described

s
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CONSTI'I‘U'I‘ION (Cthued)
' ’ Duties; To: d,evelop policy concer'n:mg curriculapmatters
including program and course changes. Where & change
i may affect programs in more than o

, © - ~must be approved by the Curriculum ttees of ail .
Schools affected.- , ’ ’ '

. . (d) Alumi Act1vxt1_25/

. . Membership: Dlrec{y»r/ of Aluan. Affa:rs, two appon.nted : _ -
S ~ I*epresentatn.ves of the Facu.lty Assembly, President of -
*Alumi Association, Chamnan oﬁ Student Oouncll Home-

" coming Committee,

Duties: To coordlnate a?mm act1v1t1es as they relate

to the campus. N S . '

(e) Athletics A .

«

rship: Athletic Da,rector, three elected rept senta-
- tives e Facu.lty Assembly, and thr*ee student epre~
v sentatives. ]
Duties: To formuld eral athletuc pollcy, oversee, .
.. finances, and approve sche uling for intercoflegiate o
o L cometrtlon ¢ . . N

AR

- o

S . ]
@ ’ —

IR . (f) Classxflcatlon and Grades Commtittge \ R

' Membershm Re/gJ,strar (Chamnan) Deaﬁ 6f the Faculty, T e
. L and . two representatlves from each schogll ~elec by the S
t S school membérship. . *
- Duties: To establish and” super'Vlse llcy~and procedure oL
relating to the classification and admission’ of. gtudents R
" and’ ‘the mairntenance of gradingstahdards: to recomnend -
. candidates for -graduation; to appsove academlc probatlon
"and suspensmns : «

(g) CQnmenéementx

- Membership: College Marsk
’ repr'esentatlves of the Fa . ar
‘and one junior member of the Student Senate,
Marghall shall be elected) by the Faculty Asembly for- a.
pemod of & years. - \em ‘
Duties: To arrange fofl/Commenc ent activi les and
recommend candldate;? fo honor'ar'y degrees

(h) Corm:uqe{ Cofrfa

ttee - . o : /

e | _ of the Computer Center, %Jiﬁec r o“f .
e I Admissions. and Re strar, Dean of Engineering &nd Physical T
" Sciences; one r_ep sentatlve of each school to be appomted Ca
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* CONSTITUTTON (Contiriued)
~ " py the Dean,

-

to be appointe

represent
Duties:

ative. |

To develop a computer center to serve the

and r'ebresentative of
d by the Comptroller, and one student

«

N

the Business Office

' entire campus; to establish and maintain overall policy
pertaining to the facility. o '

13

(i)

Membership:
the Coilege, at least on
munity -interests;

Duties:

will provide educational
ment, and a broad, cultur
community. The policies of the Committee
out by a Convocations Administrator appo

Convocations

-
T

ex~-of ic*

o

President.

53

v

(3
Membersh

elected by the school
~ exclude the Dean of that school.
sentatives of the Faculty Assembly.
T& récommend policy regardin

Duties:

»

Faculty Status

ip: Two representatives from each school to be
membership, this shalk thowever,
Four elected -repre-

two members elected by the Faculty
Assembly; two members of the Student "Council.
chairman of this committee shall b
sentative of the Faculty Assembly. ~The Convocations
Administrator, appointed by the President
member of the committee. -
o determine.general convocation policy that

and moral enrichment; entertain-
al experience for the College
shall be carried
inted by the

e an eleated repre-

,» shall be an

Two-members appointed by the President of
e of whom shall represent cam-’

[y

g employment, salaries,

rank; tenure,s leave, and dismissal of faculty members. °‘To

approve

requests for sabbatical léaves.

of alleged violation of accept
appeal committee in the case o

 members.

)

N ,
" * Membership:

members

but each school ‘wil

bers of

Duties: - To make recomendations on
those covered by the ‘Faculty Statu

concert

(k) Faculty Welfarve Committee -

One %aculty member. for ‘sach twenty

" Toireview instances
ed policy. To serve as an
f. the dismissal of faculty

faculty

{no partial therof Y Pe elected by each school,

to the faculty.

1 have a minimum of ‘one; and' four mem-
the faculty elected. by’ the Faculty Assembly. v
matters other than
Committee, of general

%

I
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| CONSTTTUTION (Continue \) : .

(1) Work-Study Committee .

-

)

a . \ ) - -
Membership: The Deans of the Schools, the elected repre-
sentatives-of the faculty, two student representatives - ‘ _ .
appointed by the Student Governmemt Association, and the
Dean of Students. ' s ‘ T ,
Duties: This committee shall be responsible for establish- .
ing policy with regard to the operation of the Work=-Study - *
Program. Student members shall be accorded 'full voting
privileges with regard to matters of policy, but may not
participate in meetings involving: the confidential *re¢ords
of a student without permission of the student. ““ﬁ;;*myﬁ . B
. . . p ey . » 0
(m) Loans, Grants, and Scholarships Cemmittee , N

Membership: ‘Three Faculty Members, one“glectéd from each
school, three student representatives, one appointed from.
each school by the Student Government Association, the
Dean of Students, and the Director of Financial Aid. .
Duties: This committee shall be responsible for establish~
ing policy with regard to’the operatibn of *the scholarship, .
) grant, short-term \loan, and long-term loan programs. Stu- - e

. v dent members” shall be accorded full voting privileges with R’
_ Y regard to matters of policy but may not participate in
. - . matters involving the cgmnfidential records of a.student

* without ermission of%ghat student. < - ’

. " . (n)| Fulbright and Other Scholarships - . =,

o - -

. . of the Fagulty Assembly. .
- Duties: Ty publicize Fulbright competition and select jthe
N : Fulbright nyminee for the State Committee. Zhis commifttee
will dlso resommend nominees for other natignal schold

., ships, for advaqced study, L

"Membership: Five facﬁltyamemﬁgrs~éppointe@;by the (

'(o)DHQhors.

= -
y .

" Membership: Five Yepresentatives elected by‘iﬁk\facultyl, . o )
~ Assembly and one “student member appointed by the President * "\ . . 7.
of the Student Govedument, Associations : o '

o . ‘Duties: To develop -

(p) Official Fimctions

the Faculty Assembly: ' L .
Duties: To arrange for hospitality at major functions” :
involving the Faculty Assenbly. R :

‘ Mémbership:'"Five hémbersfabpé;;;;g\g§\th ;;airman of .

' . [T . - N
- ( «J - . ‘
28, -0 - ,

>




" (q) Library . e ‘

Membership: ZLibrarian, two representatives of each schoo
appointed by the Deans, and one student representative.
Duties: To formulate general policy governing library
operationssy. to assist the Librarian with decisiens regard- .
ing purchase of bpoks and other' publications.

(r) Publications - | ‘ | .
= N .

. . \ Membership: Registrar,-Comptroller, Chairman of English, -

S o Department, Chairman of Printing Management Department

' Faculty Advisor and Student Editors of all student °publi-
cations, and the Director of Publdc Information. e
Duties: Forfilate general policy and recommend and
approve-all publications for the college. Any publication
under the S¢hool name: must be approved b§; this committee..
The responsibilities of tHis committee shall exclude

‘ editorial policy. T S p

L4

v . 3

-~

° .  (s) Stmdent Social Activities

. . . r
. . Membership: Dean of Students, one elected representative .
S : . of the Faculty Assembly, five student members, two of whom
’ . shall bée members of the Student Senate. o :
Duties: To coordindte and regulate all -student social.
activities. o : : o

a
-

«(t) Tech Center Board - o .

’ .. Students, one elected representative of the Faculty
~* Asgembly, and four members of “the ‘'student body. -

“ Duties: To formulate policy regarding the operation of . - .

the Tech Center. ' ‘ L -

LS

v

. Membership: ‘Four faculty members elected by the Faculty’
- Assembly and three students appointed. by the President: 'of
‘the Student Government Association, subject to approval by
. the Student Senate. Three' faculty alternates shall be -
e : similarly elected, and three student: alternates shall.be
- : - similarly appointed. o - T - ‘
R ' Duties: This committee shall formulate disciplinary-policy

4

Y

- T action taken on behalf of the institution. This committee
A is specifically charged that itsepolicies shall jealously
E -~ T protect student: rights, carefully observe due process , and

~rn B
. o

CONSTITUTYON (Continued) : N o A
) i s 5 . ~ _»(’

.o ‘Mémbership: Student Center Direttor, Asgistant Dean of -

(u) Tlgie Student-Faculty Discipline Committee - P

’ - for the dollege and be responsible for all disciplinary .

o




e " . . .

\ ) clearly delineaty appeal procedures. . Because of the
s possibly delicate\nature of its deliberations, this
' committee shall nog oydinarily report specific decisions
- to the Faculty Assdmbly, but directly to the' Presidents
* ‘The Faculty Assembly may, however, by a vote of 75
ercent of the membeyship, request that the Committee
. Chairman inform the Raculty. Assembly on ‘any decision .
""of peneral importance\to the faculty amd the : ;
© JAngtitution. | ° - \ :

K

.- S Research, Publications, and Consulting
' Membership: * One represeptative of each school designated
by the riespective dean and two members at *large to be
appointed by the Presiderit. ) "
to encoufage research -and

ing consulting on.an in@ividual.

Duties: Recommend policy
publications, rules .gove

. . o or contract basis, and serye as a.review board for
35 L requests for financial or gther assistance for research ‘
: '~ ° or publitations. T\ , ‘

(w) Committee for Studerits' Appeals of .Grade Evaluation?

»

Assembly, two students electe by the Student Senate, and
. a faculty member appointed by he .committee. This facultx\ .

BT Membership: Two faculty members elected by thefFaculty

member will be from the same atea of study or ffom an -

e assodiated field in which the.dispute is involved.
> Duties: To act on disputes between ‘students and faculty
'~ over any.grade of importance. is committee will deter-
mine whether an academic evaluatipbn was “prejpdicial
or capricious" in accordance with\the statement in the
document Student Life Policies iss ed by the West Virginia
Board of Regerits and make recommen tions accordingly.

Because of the possible délicate natuge of its delibera-
tions, this committee shall not, ordinaxily report specific
. decisions to the Faculty Assembly, but 8irectly to the

: o President’~-The Faculty Assembly may, howgver, by a vote

” of 75 percent of the membership, request & t the . ‘
Cémmittee Chairmian inform the Faculty Assembly on any *
decision of general importance to the faculty and the:
ingtitution. . ’ ’

. . A
C o _ Section 6: Except in extraordinary circumstance
: & a member of the Faculty Assembly shall be limited to two
committee assignments. .This restriction.shall not
apply -to those whose service is required ex-officio or
is needed for proper‘qommittée.representation of the
various areas of the college. e .

i

,,,,,




| CONSTITUTION (Continued) 7. ° —

~7

;L

Section 7: Fach elected committee member shall serve a '
‘ ~ regular term of twp years. For any newly formed committee, -
. . approximately onehalf of the elected membership shall be

elected to one—yearéfépms. . _— o .

Seotion '8: At least ten days prior to the September
meeting of .the Faculty Assenbly, the Chairman shall appoint
a Committeé on Committees, consisting of three voting ,
members. At the September meeting of the Faculty Assembly,
this committee shall submit a slate of nominees for all

' vacancies on permanent committees. From this list, and

. from nominations made from the floor, representatives for
411l committee positioris heretofore assigned to the Faculty - .
Asdembly, shall be elected by secret ballot. The :
President 'shall be an ex~officio member of the Committee.

Section 9: Interim vacancies of elected committee
positions shall be filled by nomination and election at the
next regular meeting of the Faculty Assembly after the .
vacancy occurs. ’ ' - :

. Sectiofh 10: School representatives must be nominated
at a school meeting during the first two weeks of September.
_ Election shall be by secret ballot. The President shall
determine the division to which a faculty member belongs
for purposes of voting.

. " Gection 11: The Faculty Assembly shall have the right -
to remove from a compittee any representative who shall be
derelict.in attepdance or responsibilities. Such removal
shall be subject to procedures governing other. busihess

" which may be brought before the body and shall be effected.
only by a two~thirds vote of members present in a regular
meeting. Voting on this isgfie shall be by secret ballot.

]

ARTICLE X: TEMPORARY COMMITTEES .

Section.l: Temporary committees mdy be established
upon recommendation of the President, upon recommendation
. of the Faculty Assembly Executive Committee, or by approved
. mot@on from the floor at a meeting of the Faculty Assembly .
" Section 2: The membership of a temporary committee
shall be appointed by the Chairman of the Faculty Assembly
or by ‘the President of the College. "

St ction 3: The purpose of a temporary-cdmmittee shall be
. defiggd at the time the committee is created. ' Upon accomplishment
: —its purpose, the committee shall be-automatiqﬁ;ly1dissolved.

*

.J .
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. CONSTITUTION (Continued)

.

'ARTICLE XT: PROCEDURE FOR AMENDMENT OF CONSTTITUTION

‘ - Section 1: An amendment méy be considered for adoption
after it has been presented in writing to the membership at
a regular meeting of the Faculty Assembly. . °

Section 2: A properly presented proposal for amendment
shall be voted on by the members at the next regular meeting
: after presentation. Acceptance shall be by a two-thirds o
.o majority of those voting on the proposal. .

[

ARTICLE XII: METHOD OF ADOPTION OF CONSTTTUTION

This Constitution becomes effective upon approval by a
two-thirds majopity of the voting faculty of the College as *
now constituted and upon approval of the President of the -

i PrL

College. .
ARTICLE XIIT: ESTABLISHMENT OF BYLAWS .
v Section 1: In order to provide for the routine operation

of the Faculty Assémblyf bylaws may be established.

v Section 2: Bylaws may be considered for adoption after
presentation in writing to the Faculty Assembly Executive
Committee which must place the proposal on the agenda for
consideration at the first regularly scheduled meeting-of
the Faculty Assembly after it is received. '

Section 3: Acceptance of-évbylaw or change in bylaws
shall be by simple majority of those voting on the proposal.

e

)

| - 32




II.

ITI.

27

© BYLAWS' SR
COMMITTEE TENYRE ' | | .
A, All duly elected and appointed members of cammittees of the- Facﬁlty
- Assembly shall take office October 1 of that year and serve until
¢ September 30 of the year in which their term ends: '
B. "The Chairman of the Faculty Assembly will publish and distribute

a list of the membership of all committees by October 15 of each.
year. Only the members on this list shall be eligible to serve on
said committees without written permission from the Chairman of the
:r"aculty Assembly.
The, Chairman of the Faculty Assembly shall designate a pro tem
chairman to .call the ‘first committee meeting of each committee
during the first 15 days of October. ¢ ‘

EFFECTIVE DATE FOR .COMMITTEE POLICY

A.

 ORDER OF BUSINESS FOR FACULTY ASSEMBLY MEETINGS

4

When' the committees of the Faculty Assembly that are empowered with
the authority to establish policy do formulate such policy, it
shall not go into effect until two academic weeks after the members
of the Faculty Assembly have been properly informed. The actual
effective date will be-certified by the Chairman of the Faculty
Assembly. ‘ v

If no move has been made during the two week period to have the
committee's decision reviewed by the membership of the Faculty . .
Assembly, the policy will be in foree, and unless changed by the
committee will remain effective” for at least one year.

The two week waiting period may be waived in unhusual circumstances
by a unanimous vote of the Executive Committee or by permission of
the President of the College. When the two week waiting period is
waived, the faculty will be informed in writing.’

The order of condugting business in Faculty Assembly Meetings * "
shall be: . ¢ ;

Approval of Minutes - ‘ . .
Announcements ‘

Committee Reports '
Agenda o

.

New Buginess- New items may be introduced from
the floor and, at the discretion of the Chairman,
referred to an appropriate committee or placed
on the agenda for the next meeting.

. F. Special Reports -

HPpow®

o
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~IV. SCHOOL CURRICULUM COMMITTEE MEMBERSHIP

. In accordance w1th the descrlptlon -of School Currlculum Committees
in the Faculty Assenbly Constitution, the follow1ng subject areas
offering a major programshall be represented

Community and Technical College Curriculum. Commlttee Civil
Technology, Drafting and Design, Electrical Technology, Mechanical
Technology, Mining Englneerlng Technology, Nursing, Secretarlal Studies,
Dental Hygiene.

Engineering and Physical Sciences Curriculum Committee: Chemical

' Engineering, Civil Engineering, Electrical Engineering, Mechanical
Englneerlng, Computer 801ence, Chemistry, Mathematlcs Physics.

Human Studies Curriculum Committee: Accounting, Biology, Business
Management , Computer Management, Education, English, History and
Government, Industridl Arts, Industrial Relations,.Music, Phy51cal
Education, Prlntlng Mgnagement 8001a1 Studies, Publlc SerV1ce, and,
Vodatlonal—Technlcal Education.




A. Policieé, . : v 4 K .

1. Faculty Appointments R |
. ¢ ) : " L. i
, - - The West Virginia Board of Regents has authorized the President. to = .

handle personnel matters at West Virginia Institute of Techrnotogy-—Faculty
appointments are made annually, withe contracts being issued subsequent to

the approval of the institution's budget by the Board of Regents. Contracts »’
for new faculty membets are issued upon receipt of a ‘written acceptance

of employment.

-

Complete, aﬁthenti'g‘cr'edentialsiof each- ulty member are maintained
in the Office of the President, The @ompleted application forfi and an '
- updated, official transcript must be on file. '

9. Faculty Expectations o

West Vix"ginia Institute of Technoloéz recognizes a member of its
Faculty as a professional whose service to the institution ‘cannot adequately
be expressed in terms of heurs of work. ‘ coL

or *s

b

o Institutional expectations are expressed in terms of performance
standards. These expectations include excellence in teaching., continuing
scholarship, concern for students, and institutiofial service. These ,
expectations are differentially defined throughout the institution. '
Such definitions, however, all emphasize Tech's essential thrusts: the T
recognition of inspirational and effective teaching as-our primary purpose;
the importance of each faculty member earning the recognized professional
degree in his discipline and in continuously upgrading his knowledge and
improving his pedagogy; a commitment to taking a personal interest.in
students .and assisting them ‘to- achieve their ‘educational objectives, and a

recognition that the growth and development of West Virginia Tech requires, :
the commitment and contribution of each menber o the Tech community. @

3. Appoihmmt, Promotion, Tenure and Termination

) LK . : .’_,o ) T .
_ A. Faculty employed prior to July 1, 1974 should consult the 1973-74
Faculty Handbook for the applicable policy. B . _

) B. Policy covering faculty appointed subsequent to July- 1, 1974 is
“covered by Board of Regents Policy Bulletin No. 36 of Mareh 12, 197h.,

C. The complete text of ‘Policy Bulletin No. 36 follows in roman
type, the italicized type reflects. institutional policy within the.
cjliscr*eti’onary authority of Policy No. 36. @




" POLICY BULLETIN NO. 36

ﬁﬂ:ﬁ:i;i;:w | N " March 12, 1974 . |
POLICY REGARDING ACADEMIC FREEDOM AND RESPONSIBILITY, - .

APPOINTMENT, BROMOTION, TENURE AND TERMINATION OF
' OF /PRO‘FESSIONAL PERSONNEL

v *

. - . ’ » . . . .
R  RESOLVED, That the West Virginia Board of Regents hereby adopts the

= ' following policy for professional personnel in the state system of higher S
education, effective July 1, 1974.° g T . '

v 3

All academic appointments made .after the effective date hereof*shall
be in conformity with this policy statement. ' _ )

The provisions of this policy relating to qualifications, contracts
and tenure status, shall not apply to personnel with an effective’ date
of employment prior to July 1, 19743 provided, however, any such appointee
\ wishing to be covered by these provisions relating to qualifications, ’
contracts, and tenure statds, may request such coverage in-writing prior .
to July -1, 1974, which request for such coverage, if approved by Ihe” ,
_— ident of the institution and the Board of Regents, shall entitle the: o,
« - dppointee ta coverage, and such coverage shall be noted in, and become , :
a part of the individual's permanent file. fu :

23 . T .
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1. Academic Trecddgm - LT ///y
[ . N . . .

The necessity of academic freedom at West Virginia state colleges and
universities is scifrevidents The West Vilrginia Board of Regents recog-
nizes that the. vigilant protection of cgndtitutional freedoms is nowhere
more vital than in the colleges and universities under its jurisdiction.
Faculty members and students mist always rémain free to inquire, study,
and evaluate. Com . v .

- ¢ o o 4 w

Acadomis fresdom puarantees the liberty of members of the academic
commuity to frecly siady, discuss, investigate, teach, conduct research
and 1t 1ish, depending fupon their partictlar role at the institution.
Acdmi T otroraps ohall hdve the came freedom in these areas. While the
foom "p L bni de e Aea™ ie moot ~Fren uged- in describing, the rights of
Facultr momhere oF a4 collepe ap university, students are also entitled:
f the 1Rt Worlende frecdom. To all of those members of the

acadrmi . amemity who,enioy arademic freedom, there are, commensurate
with Hucde el crtain pecpone bilities. -

o Tacad members, whethor tenured or’on probationary status, shall
L entitaed to full freedos in research and in the publication of the
Teoplia of i conoareh, sibient to rhe adequate performance of their
Sy oacadomic iFien which may {melude designated research, extension

sorvica, w1 ooher mofeosional Auties. Turther, each faculty member

in ent it 0 frendon in the €lassroom in discussing the subject taught.
Inoaddition, dhen faculty mombers speak or write as citizens outside of
30 ooV lrn e s iversity, they ~hall be free from institutional

concorantn or Ji-inline,
: ) !

9

The conocpt »f aademic freedom should be accompanied by an equally
dpertant conespt of academic responsibility. The faculty member at a

West Virginidgtate college on university is a citizen,.a member of a

learned profess ion-ant representative of an educational institution. As
such, a facilly member, together with all members of the academic com-

mmity, has the regponsibility for protecting, defending, and promoting

inlvidual soadomic froolom and academic freedom for all members of the
commuriity. The [aculty member is responsible also as a teacher for
striving to opeak with accuracy and with respect for the similar rights
ard resporsibilities of others. In speaking only as an individual or
for a limited yroup, therFaculty member should not imply or claim to be
a spokesman for the institution in which employed.

2. Appointment of Academic Personnel .
‘ .8 .
A. The academic Dgrsmnnél at any of the institutions under the
Jarindiction of the dofed of Pegents shall be those appointees of the

Boarvl of Beosento at such institution who are assigned by the president

‘of eact, such institution to academic duties which include teaching, re-

.

meapeh o d/or seroio. . Thic mas inelnde, upon the recommendation of the
president of an intitadion and the approval of the Board of Regents,

such professional personne! as librarian: and those involved in off-campus
service. : :

37
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5 * . - . . *
B. Academic personnel appointed to render full-time servite for the -
Board of: Regents at any of the institutions shall be appointed to faculty
‘ positions.ig_one of the following ranks: . :
L gh(l) Professor
‘ (2) Associate Professor o ,
(3) Assjistant Proféssor : o
(4) Instructor ‘

-

Ve - ’ ' ) .

' C. Other appropriate titles which more accurately indicate the\
g of the position may be used upon the recommendation of the president{)of
an institution and the approval of the Board of Regents.

Ll e
©

3. Service of Academic Personnel

A.'Personnel-rendering full-time service to the Board ¢f Regents at
one of the institutions, but assigned to administrative or staff duties,
- either in addition to, or, for the time being, exclusive of,vacademic
. duties may, if qualified, be appointed to, or may retain, one of the
foregoing faculty ranks in additigp,to any admipistrative or staff
titl'gs. ©. i - & v :

Non-teaching personnel shall not be given academic rank in a field
without the concurrence of the appropriate academic department.

""  B. Academic personnel who are expected to rgader service limited to. .
only part of their working time in any period, or to particular functions
requiring only part 'of their professional attention to_duties at an in-
stitution, or to only a brief association with an institution, shall be
designated part-timesand may be appointed to a positien with one of the
following titles: \ : o S :

o

(1) Any of the faculty ranks, but debignated parﬁ—ﬁime, visiting
clinicaly or adjiunct, as applicable to describe the connec-
tion or function. L - .

(2) Lecturer : : _ .

(3) Assistant, designated graduate; research, clinital or adjunct,
as applicable to describe the connection or‘function.b' '

C. The presiden% of an institutidn shall make all appoigiments to al
positions at the institution,, subject to approval “of the Board. ,

D. Every appointment of academic personnel at any institution shall
be for one fiscal year, or part thereefy.in accordance with and in
compliance with the annual budget of the Board of Regents, or supple-
mentary actions thebeto, as provided by law. : o | ‘ _

E. Every such appointment shall be in- writing and a copy of the
appointing document shall be furnished to the person appointed.

?
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Such document shallocontaln the terms and conditions of the appomntment,
provided, however, any special understandlngs stated thereirl shall be
subject to the.approval of the Boaryl of Regents,'or otherw1sé such

speclal understandlngs shall- be void.

o
@®
g

TR

u Faculty Condltlons of App01ntment ) '(' ) - v,')'

A. All full—tlme app01ntmen s to the faculty of an 1nst1tutlon shall -

be of two kinds: probationary pp01ntments and appointments with tenurea

B. A1l part~t1me appointme, ts ‘as defined in 3-B, shall be neither fl‘ {;'

appomntments only for the pe‘lods spec1f1ed in the app01ntments and for
the purposes specified in tHe appointments with no other interest or

right obtained by the per on app01nted by virture of such appotntment : ,”ﬁ

chept as speclfled in su app01ntment

A

1nst1tutlon is made subject to the following condltlons ab

(1) The appointee shallgrender full—tlme service toqthe | ; o

inted. Outside act1v1t1es
less such activities or emn-

t
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fnembers. .

(2) If outside employment or service inte ﬁezes w1th the Q o
* performance of the regular 1nst1tutlonal ‘duties of the ’
. appointee, the institution has the Pight to make such
adjustments in the compensatlon pald to. such aggointeesp )
as &re warranted byﬁserv1ces lost to the insti t on,
~and Lnstltutlonal equlpment and materials ueed

ce
. . )

"5y Joint App01ntments

A. Faculty members may be app01nted to perform academlc dutie a¢ two
or.more institutions, which duties may include teaching, regearch, tpunsel-.
-ing, or.other services. For administrative purposes, one 1nst1tut10n all,
be designated’the faculty member's "home 1nst1tutlon," whlch 1nst1tutlon\\3f
shall be responsible for grantlng promotions, rafises in salary and tenure;
provided, hpwever, when cduse therefore shall occur, approprlatecc®UHse11ng,
dlsclpllnary action, etc., shall be the respon81b111ty of the instftution
-where the 0ccurrenc§ arose. . i " o N -

B: The conditlons and the detalls of the faculty member! 5 301nt app01nt—
ment, including-the de51gnatlon of his "home institution" and other special
arrahgements, which may include redsonable - expenses, shall be specified.
in the contract agreed.to by the faculty ‘member and the. presldents of the
1nst1tutlons sharlng his Sérvices. &plnt app01ntments w111 only be made
with the consent of the employee _g




D T Eullstime faculty members appointed under joimt or contractual - - .. .
W appointments ‘shall continue to.be considered fullfgimé employees 'of the SRR
- \""home institutfon." L, - P o e o
e .. ) . . ,t.'/ cu . RO . vara ”
. 6. Promotions X . PR RN

. "\ A% Within the following framework each president :shall estaplidhy in .7
« . cooperatien with the faculty or duly’elected‘reﬁpes%nﬁatives ofy'thee +- ©
' faculty, ‘guidelines and criteria for’promotion: « ., 7 .

]

T . (1) There shall be demonstrated evidence *that the promotion is
:.> . basedupon a wide pange of criteria such as excellence -
. . in teaching, sigrdficant contribution and service ‘to the
» . ‘- college commufity, experience, acgdemic achievement, pro-
' - fessional growth, research, potential for continued - .
. . ~, profeskional growth, and sepvice to: the people-df the . Lo
: *State of West® Virginia. . oo Do L '

. -~ . N e

] o . . ‘ (? ot . .
A,majop~fdétorﬁto be considered tn determining profesgioral rank
 ‘should be effective teaghing. - Prgfessional rank is rot. At L~
. eally conferred but vesults from a Presidential 3ion based e
- upon_ recommendations. The requirementg-bigted beloy are normally
“.to be considered ud minimal. g réqaiyéﬁents'cah be and in
some cafes should he waived where other evidence shows the peYson
being considered is ghalified for the .prdmotion in.yank:- Some”
‘. examples are: substitution. of, substantial craft or profesggional .
- practice of a high and relevant quality, and professional eminence -
~for academic degregs. Graduate assistantships shall not be com~ ) -
strued as meeting etther.teaching or prafessional practice &%' ” -
5 ! “ Ty

requiremgnts. A

Instfuctor : R A B T S
‘ T , : P o T
e T Eligibtlity Requirements: “A”Mus er's Degree is required for the ’
@ &"‘ wank of instructor except for eértain technological or other .
. .. spectal fields. In Agsociaté Degree programs; a -bachelor's B
+ degree or satisfhctoﬁ%\craft experience may be substitutéd.

- ’

Assistant Professor =~ : ' ]
- Eligibility Requirements: Far ‘the rank of Assistant Prqfessor
0 a faculty member must ordinarily have,a Master's degree plus
. thirty (30) hours of appropriate graduate study .and ‘have had ~
e : . at least three yedrs of satisfactory teaching or professional .
o experience. The experience requirement may be waived at the

discretion of the institution for holders of the earned

doctorate. In special fields or in fields where the doctorate

ig not customarily available, professional experience and

extertled satisfactory teaching may be substituted for academic

* requirements. ' .

'
»
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-’ ’ N . ’ . » o -
In special cases (particularly in the Associate Degree programs) -
where academic degrees are either unnecessary or customarily Sy
unavailable, substantial crqft or professional experience of C
. . a high and reledant quality may be substituted for the academic

N degree requivement. Such substitution should not be> bitrary
) or capricious and should follow established guid ines}zﬁhglchl
shall be subject to periodic review. -

Prometion Criteriq: Persons to be promoted to the bemk of ]
Assigtant Professor shall meet the eligibility requivements, N
and ghall have proven achievement in teaching competence and
in meeting a wide range of the following eriterid. o

(1) Acggemic growth Mg, * @
a. Helevant academic attainment :
b. Participation in short courses, seminars, etec. . _~ &

e. Original scHolarly work - :

(2) Professional activities : S .
. a. Professional societies: Membership, Participation ' o :
. ' in activities, Offices held. | «
b. Consulting work .. - ) \ o
e. Publications « : ‘ ) T
d. Research " S
o e Licenses held )
! " f. Short coirses, seminars, etc. whichihe helped
iy P conduct - S . e
= o g. Inventions, copyrights, artistic accomplishments, etc.

o ' (3) Institutional responsibilities
- : a. Comnmittee assignments : o ' . .
‘ b. Student recruitment ' S :
e. »Speciql assignhents

A : d. Sponsor of stud@nt'organizationé s
' . e. Administrative duties . ) .
(4) Other , o ' ' L
. Commmity service B o B
. “{° - b. Service to the people of the State of Hest Virginia o o
| Associate Professor . : .

_‘Eligibility Requirements: For- the rank of Assoctiate Professor,
a faculty member must ordinarily have an earned doctorate or the .
~ highest academic' degree in his field and have had six years of
~ professional experience which must include full time teaching.

In special cases (particularly in the Associate Degree proggams )

where academic degrees are either umnecessary or customarily

wnavailable, substantial craft or professional experience of

a high and relevant quality may be substituted for the academic * :

a
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gzéﬁge'pequirement. Such substitution should not be arbitrary ort,  °
_ capricious and shoyld follow established guidelines which shall  *
. 'be subject to periodic review. « ¢ ¢ - . .
. > . . .

) S T
fa

Associate Professor ghall meet the eligibilit requivements, ‘ S
and shall have noteworthy achievement in tedchdng competence : r
‘ and in meeting a wide range of the criteria (lidted under

.. . ,Promption Criteria for Assistant Professor). v S

Promotion, Criteria: Persone to be promoted ti;the rank of
h

A

. Ppior. to an tnittal appointment to ‘the rénk of Assqcidte‘
<'Profesgor, the eredentials of the erandidatesyust be

reviewed by'the.School\PeréOnnglaReview Contfittee.
Profeésar | -

 Eligibility.Requivemeyts: To be eligible for the rank‘of .
, Professor, a faculty member must-hold the sarned .doctorate ‘“
. or the highest academic degreé in his field and Wave had
© at least ten years'of professional ewperiencegwf%ve.of L
which must be in college teaching. o '

»

Promotion Criteria: Peréons to be. promoted to the wank of

Professor shall meet the eligibility requirements; and -~ ‘ \\\\\
shall have outstanding achievement in teaching competence o )

_and in meeting a wide range of the criteria (listed under . : NS ",
Promotion Criteria for Assigtant Professor). ) o :

Prior to an initial.appointment to the rank of Professor, v LT

the credentiale of.the candidate must be reviewed by the

School Persohnel Review Committee. e

were shall be demonstrated evidence that ih .the process

o of \making evaluations for promotions there is partici- -

. patign of persons from several different groups such as: : .

o peers \from within and .from without the particular unit = -
o - of the imstitution, department- chairperson, dean, and g

N . " students. * . " o - '

., @

and tenure and promotion procedure

) . Existing evaluation proce :
- nformation for congideration for

will -be used in gathering i
‘ promotions.

' <:7~\&‘ . {3) There shall be no practice of grpanting promotion routinely T ox o
nor of _denying promotion ¢apriciously N ‘ '

\ g - : L ) .

(4) The institution-shall submit its guidelines and criteria .

= ‘for promotion to the Board of Regents for approval-and :
"+ shall make available such guidelines and criteria to

-+ its faculty. ‘ : - o .
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7. Faculty,Resignatibn S s S . .
T . S o o
A. If a menber of the faculty desires to terminate an existing /

,aﬁggéytment at the end of the academic year, or to decline a renewal,
not¥fe shall be given in writing at the earliest opportunity. .Pro-
fessional ethics, however, dictate the consideration of the institu- :
tion's need for having a.full complement of faculty at the beginning ™
‘of the academic.year. . v :

8. Tenure

A. Tenure is a'system designed to protect academic freedom and to

~ provide professional stability for the experienced faculty member.

* [t is .a means of protection against the capricious dismissal of”an
individual who has served faithfully and well in the academic cemmunity.
Continuous self-evaluiation as well as ‘pericdic evaluation by peers and
administrative personnel is essential to'the viability of the terure

“'system. Tenure &heuld never be permitied to mask irresponsibiliﬁy,

mediocrity, or deliberate refusal to meet academic requirementg or

professional responsibilities. Tenure applies to those faculty members
who qualify for it and is a means of making the teaching and research
profescion attractive to persons of ability.

o  Requirements of this section are met by the statement appended to
Section 9-I of-this document and- the faculty evaluation procedure,
except that self evaluation of teaching effectiveness shall be
éncorporated into the faculty member's Comprehensive Resume.

X ‘,, - & "_‘ .

B. Tenure-shall not pe granted automatically but shall result from

' action by the West Virginia Board of Regents” upon recommendation of the'.

president following consultation with the department concerned. -

2

) ' C. Tenure status may be axtaihed‘by all full-time employees who hold.

faculty rank of Assistant Pr r Or.abeve and whose major assignment .
is of an academic nature and stall not be contingent upon promotion 1n ..

~ rank. _— = | o '
§.. Prabation C L N

“A. When a full-time faculty member is first appointed to teach in
any of the institutions of higher education under the jurisdiction of
the West Virginia Board of Regents, the appointment shall be on a pro-.
bationdry status, except that persens as.defined in 3-B shall not be
considered as being either on probation or on tenure. S
,  Although academic personnel as described in 2-A and B may be given

faculty status, they shall not accrue probation service towards

3 N tenure in a.teaching position unless such sgruica actually includes
teaching of courses for academic credit. ' : :

9 - . . .
N .

Y
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B. The terms and conditions of every aﬁpointment shall be stated in

writing with a copy of the agreement {n the possession of both the -
f&pe the effective date of -

institution and the individual concerted be
the appointment.

In every initial appointment terms and conditions not in the
contract should be covered in a letter from the dean or his

degignee. This Tetter is' to be issued before the contract

. and should be kept in the appointee's files in the dean's
office. These terms and conditions may be changed only by ”
written agreement between the dean or his designee and the .

appeintee. .
"¢, The maximum period of probatiom shall not exceed'seven years; and
at the.end. of six years.any non-tenuréd faculty member will be given notice
in writing of tenure, or offered a one-year writtén terminal cortract of
employment. Any reduction in thds period may be deterimined at the .
discretion.of the president of each institution within the following
guidelines: - y ) -
(1) A faculz%égembef appointed to the rank of instructor shall, .
if not vated in rank, serve the maximum seven-year pro= ’
bationary period, and decision thereon shall be made at
the epd of the sixth year.
. ’ - . 4 3\ .
(2) An Assistant Professor may be eligible foq.cpnsiderationﬁ
" for tenure at the end of three years in that rank and
at’ that institution. v :
(3) An Associate-Professor or Professor may be eligible for
congideration for tenure at the end of two years in :
: these ranks and at that institution. ~ ‘

There shall be demonstrated evidence that the granting of tenure
i based upon a wide range of criteria such as: excellence in
te&ching,‘significant‘cbntributiOn and service to the college

hievement, professional growth,
sional growth, and "

f West Virginia.

community, experience, academic a&
_pesearch, potential for continued
service to the people of the

o . 1 N

It should be understood.tha the yearshreferred to under parts
9-C 2 and 3 are minimal stan avds. and do not preclude extensions
of probation for a longer period. : - ‘

D All Facylty members shall serve a minimum twoyear probationary
period, excépt under special conditions established by the institution,
the president may recommend to the Board of Regents ‘that an Associate
Professor or a Professor be granted tenure at the time of initial

appointment. , s
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Special conditions for granting tenure to Associate Professor
or Professors at the time of initial appointment are: :

1. Such appointmentlmust.have approval of a majority of the

- faculty of the academtic department to which appointed,
the chairman of the department.or division and the appro-
priate academic dean. : '

2. There shall be’demonstrated~evidéncé that such appointees
A have previously held the’facultyvrankfto which appointed
at an institution of, higher education accredited by the .
appropriate- accrediting association. Furthermore, the
appointee must meet a wide range of eriteria such as ex-
cellence in teaching, signifizant contribution and
service to the college commmity, experience, academic
achievement, professional growth, research, potential
« for continued professional growth. and, potential for
service to the people of the State of West Virginia.

3. Under exceptional circumstances individuals with a
national or regional reputation for excellence, inno-
vation and creativity in an area closely related to
the academic field of appointment may be appointed
subject to Item No. 1 above. For such appointment
thepe must be comvincing evidence for potential ex-
cellence in teaching, professional growth, and
serpice to the institution and the State of West

 Virginia. ' :

E. Administrative persoﬁnel with minor academic assignments shall not
accrue service credit toward satisfying the probationary period.

F. Employment during summer terms, in part-time positions or during-
~ periods of leaves of absence, shall not be credited: toward satisfying the -
probationary period.

G. During the probationary period contracts will be issued on a

. year-to-year basis and appointments may be terminated with or without
cause at the end of a contract year: During such, probationary period
no reason for non-retention or non-reappointment need be given. An
appeal from the presi :nt's decision as to non-retention may be made
by the non-tenured fagilty member to the Board of Regents, which will"
review the decision of the president to determine whethér the same has
~afforded, procedural due process and was not in violation of the
constitutional rights of the non-tenured faculty member.

A:faculty member not recommended for tenure must be given an
informal explanation by the appropriate.Dean or department, but
no written statement of peasons will be given.
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H. The president of each college or university shall give written
“notfice to non~tenured faculty concerning thein retention or non-retention
as_follows: o , /~‘\ . .

(M Not later than March 1 of +the fixst acadenfic year of service.

(2) Not later than December 15 of the “econd academig year of

_ service. : ¢ :

‘\ ;

(3) At least one year before the expiration of an appointment
after two or more years of service in the institution.

I Institutions shall involve the faculty in the periodic review of
the performance of academic duties of non-tenured faculty members and the
faculty member shall be informed of the fesults of such reviews in writing.

The\ tenured faculty in each department shall meet with each non-tenured
member of the department durinq\fhe first year of the tatter's -employ-"
ment and review hig performance: Thereafter, until the decision for -
tenure is made, the tenured fagulty shall similarly review the per-.
. f@rmmnéé“af‘the3ndh¥tenured;faéh&tyfmember‘every two years, or in any
Uy ye p pequested by the non-tenured faculty member. In}rebiewing,the
\%mg;ﬂ@éﬁ?brmance of the non-tenured faculty member, the tenured, faculty .
: phall examine student evaluationg. ﬁﬁgless than three tenured faculty
members ewxist in a department, a committee of three faculty members .
~ from the department, and if necessary, from a related discipline‘shalg
be formed. The tenured faculty members shall report their findings
| to the department or division chairman and to the non-tenured faculty
! member. The report of the finding shall also be attached to the
comprehensive resume of the non-tenured faculty member. It shall be.
the pesponsibility of the department chairman to see. that this

procedure 18 effected.

10. Grievance Procedure - . o

m-‘lh-

) + A nGrievance" shall mean-a ciaim* r gemplaint based upon an event or
. condition which affects the welfare or cohidition of appointment of academic
persormel and which does not involve deugés for dismissal or termination

"' of employment as defined by 11 herein.'

B. Fach institution shall establish fair and equitable grievance
procedures at the 1owest administrative level for the purpose of securing
equitable solutions to the problems which may from time to time arise
affecting academic personnel. :

Bach echool shall establish a grievance committee of 3, elected by

the faculty of the school for a two-year period. The .Grievance

Cémmittee'shall meet and consider grievances of individual faculty

members at their request. However, no grievance will be considered

unless previous appeals have been made to the appropriate chairman




and dean. The basie of the grievance must be stated in writing to
the committee with copies to the chaivman and to the dean. The
chairman and dean shall have the right to file a written response
to the committee with a copy to the party who i filing the griev-
ance. Reports of the conmittee recommendations shall, be made to
the dean with copies to the faculty member and chairman. If
settlement/agreeable to the 8 parties i8 not made in 6§ days
following the recommendations of the c Jttee, the matter shall
be pasged to the Vice-President or Pregkdent for final decision.

" 11. Dismissal and Termination of Employment of Tenured Personnel

»//flA. Causes' for Dismissal: The dismissal of a faculty member with temure,
or of any faculty member before the end of a specified period of appoint-
ment, shall be effected only pursuant to the procedures provided in these
policiesy and only for any of the following causes:

(1) Demonstrated ‘incompetence or dishonesty in the performance
" of profegsicnal duties. _

(2) Personal conduct which substantially impairs the individual's
+ Fulfillment of institutional responsibilities.

(3) Insubordination by refusal to abide by legitimate reasonable
directions of the administration or of the Board of Regents.

- (D) Physicai or mental disability making the facultylmember
unable; within a reasonable degree of medical certainty and

by reasonably determined medical opinion, to perform assigned
duties. ‘ ' : :

(5) Substantial and manifest neglect of duty.

B. Termination of Employment: A tenured faculty menber's appointment
may be terminated because of a bona fide financial exigency or the reduc-
tich or elimination of an existing program at the institution for which
no other program or position exists requiring equivalent competence, and
only as a last resort after all reasonable efforts have been made to meet
the need in other ways. Decisions in these matters shall be reached after
a collaborative assessment by administration and faculty, and prompt
written notice of such termination shall be given te the faculty member
by certified mail. : _ :

1. There should be early, careful, and meaningful faculty involvement
in decisions relating to the reduttion of instructional programs.
In making such decisions, financial considerations should not be
allowed to obscure the fact that instruction ie the essential
reason for the existence of West Virginia Institute of Technology.
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2. .Given a decision to reduce the overall academic program, it should

- then become the primary responsibility of the faculty to recommend

/ to the President where within the program reductions should be
made. |Before any such determination becomes final, those whose
life's Wwork stands to be adversely affected should have the right

to be heard. - - )
3. Among the various considerations, difficult and often competing, s
that havé to be taken into account in deciding upon particular
, the retention of a viable academic program should
Aecessarily come firet. Particular reductions should follow
considered advice from the eoncerned departments, or other units
. nf academily conecentration, on the ghort-term and long-term
wiability af reduced programs. .

4. Ae particuldr reductions are considered, rights under academic
tenure should be protected. The service of a tenured professor
should not be terminated in favor of vetaining someone without
renure who mdy at a particular moment seém to be more productive.

. Where termination of appointment is based on financial exigency,:
or bona fide discontinuance of a program or department of in- \
ciruction, faculty members shall be able to have the igsues
reviewed by thy faculty, or by the facultyPs grievance committee.
In every case financial exigency or discontinuance of a program
or department of instruction, the faculty member concerned will
be given noticelas soon as poseible as provided for in the West
Virginia Institue of Technology Faculty Handbook, as stated in
Section III-5.
y 4

5. Before terminatiny an appointment because. of the abandonment of
a program or department of instruction, the ipstitution will make
every effort to place affected tenured facul?® members in other
suitable positions within the institiition. The institution will
also make an effort to place those temured in.the case of the
release of a eingle faculty member due to a financial exigency,
whether or not the entire program or department is eliminated.
) . o # .

6. If an appointment is terminated because of financial exigency,
a position formerly held by a tenuved member wWill not be filled
by a replacement within a period of two years, unless the re- :
leased faculty member has been offered reappointment and a N
reasonable time within which to accept or decline it.

" 7. A change from full-time to part-time service, on grounds of
finaneial exigency, may occasionally be a feature of an accept- -
able settlement, but in and of itself such a change should not
be regarded as an alternative to the protections set forth in
paragraphs 4, Qi\and 6 of(éﬁfﬁg/gu'delines. o,

S ’

~
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C. Notice of Dismissal for Gause: The president of thgm;nstitution
shall institute proceedings by giving the.faculty member a written
dismissal notice by registered or certified mail, which dismissal \notice
shall contain.

(1) Full and complet@‘staremeﬁfs of - the charge or charges
relied UPOI’I, Wfﬁn.f . ’
KN
(2) A copy of any pertinent rules and.rggﬁlations goyerning
the faculty member's procedural rights, and ‘

> (3) A statement that the faculty member has the right’to
elect to have the hearing conducted either by the
Hearing Committee or a Hearing Examiner. e

. Answer and Service: Within 30 days from the date of the receipt

of the dismissal notice, the faculty member may file a written answer T

to the charges. The period for filing the answer may.be extended by~the-

president for good cause. The answer shall also contain a request=for

either a hearing by the Hearing Committee or Hearing Examiner. If the

faculty member fails .to file a timely answer, thé notice of dismissal

shall be final. : ' '

12. -Hearings

In order to assure a fdir and impartial hearing, a dismissed faculty
member shall receive a written notice of hearing as hereinafter provided
and may avail himself or either one of the following two hearing Lo
procedures. . ' :

’

A. Hearing Committee: Each year the faculty of each institution shall
elect thirteen faculty members reppesentativé of the various ranks in the
institution who shall be known as the Hearing Panel. In the.event of a

vacancy for any cause the faculty shall fill the vacancy.

The Faculty Status Committee will serve as the Hearing Panel. . A
hearing shall be available to dismisged faeulty-members as defined
in 11-A and 11-B and will not apply to faculty who have received
notice of non-reappointment as defined in 9-B. .

\ . . :

If the fequeét is for a hearfing before-the Hearing Committee.

(1) The president-shallhfurnish the faculty member, in writing,
a list of nine of the thirteen faculty members of the Hearing
Pane?\as herein set.forth, with instructions to strike four
names and return the list to the president within five work-

S ing days, If for any reason the, faculty member fails to

. strike, the president shall within five working days strike

a sufficient number to reduce the members to five whigh
shall constifute the Hearing Committee. :

N ]
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o (2) The president shall promptly notify, in wrltlﬁg;’the five
.. ~members of their selection as the Hearing Committee,
_we w5 . of their need to select fr?m their memﬁershlp a ch erson’,

and shall designate a time’and place for their meetings to
make such selection and to set a date for hearlng the .
charge or charges e " 1 :
(3) The chairperson shall give notice by certified mail to the
concerned parties of the time and place for hearing the
charge or charges whichwtime shall be not less than ten
days nor more than twenty days from the date of the notice
thereof.

B. Hearing Examiner: If the request is for a hearihg before a Hearing
Examiner:

» (1) The pres1deﬁt shall so notify the Board of Regents, which
shall appoint a duly qualified disinterested attorney at law
. as a Hearing Examiner and shall submit the name and address
- of guch Hearing Examiner to the president and to the
dismissed faculty member.

(2) The Hearing Examiner shall determine the time and, place
for a hearing to be held and shall give notice by certified
mail to the concerned parties. Such hearing date shall be/
not less than ten days nor more than twenty days 'from the .
date of appointment.of the Hearing Examiner. o

. C. Hearing shall be Conducted as Follows: '

ey
(1) The Committee or the Examiner will hear such prqof of facts as
may be deemed proper and reasonable and make such investigation
and enter such recommendations as the facts justify and the
circumstances may require.

(2) The hearing will be conducted with as little delay as possible. )
(3) The faculty-member shall hdve the right to have an advisor,
- but such advisor shall not be‘'a person other than a member

of the faculty or staff of the institution, unless specifi-

cally permltted by name by the Committee or the Examiner,

(4) Witnesses will be exanuned under oath in the manneryand form
and in the order designated by the Committee or the Examiner..

(5) Formal court rules of evidence shall not apply in such
hearings.

(8) Testlmony shall be recorded and a transcrlpt thereof
shall be prepared.

50
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(7) A copy of the transcript of the testimony together with
copies  of the exhibits shall be furnished to the faculty
member, at no charge, upon request.

(8) As-soon as practical®after the hearing, the Committee or
Examiner shall deliver to.the president a copy of the
record of the hearing with the recommendation of the
Committee or Examiner and shall provide a copy of the
recommendation to the faculty member, The president
shall, within twenty days after receiving the record
and recommendation, issue a decision in writing to .
the faculty member by certified mail, and such decision
. shall be final-unless the faculty member institutes an
appeal to the Board of Regents under the procedure
set forth hereinafter. v
".D. Amendments: Technical forms and allegations in pleadiﬁézsz%e not
required to be observed and amendments or supplemental statements may be
made and filed at the discretion of .the Hearing Cammittee or the Hearing
Examiner. ' _— ’

13. Appeal to the Board of Regents

A. An appeal as of right fram the final decision of the president of
the university or college may be taken by the faculty member by filing a
written notice of intent to appeal with the Board of Regents within 10

. .

days after receiving the final written decision of the president.. *

B. Within 30 days after filing the notice.of intent to appeal, a
petition shall be filed with the Board’ of Regents containing a statement P,
of the reasons why the final decision of the president is in error together

" with a complete record of the proceedings.

C. Within 60 days after receipt of the appéal,-the Board of Regents _
shmil consider the appeal on the record submitted and may take such action -

0 .

- ag it deems reasonable and proper in all the circumstances and in answer

to all of its responsibilities under the law. , j

D. Time is of the edsence, and in the event the faculty member fails
to file the notice of intent to appeal and the petition of appeal as
required in provision "A" and wp" of this section, the decision of the
president shall be final. :

el

Adopted: . West Virginia Board of Regents
March 12, 1974
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4. Retirement Age 3? N N ' ' .

- .

.

As of January 1, 19731'aﬂl employees of the West Virginia Board of -
Regents shall be retired at.the contlusion of the academic year or fiscal
year contract period during which, they-reach their sixty-fifth birthday
and in no event later than the June 30 which.coincides with or is next
after their sixty-fifth. .. P G ' :

" L

Should the.President of the institution détermine that unusual ahd

extenuating circumstances exist whereby ther logs of services of a teaching -

- faculty member would seriowsly weaken or harm, the instructional function .
of the institution, he may petition the Board of Regents to continue the
omployment of the faculty member on/a year-to-year basis beyond the estab-
lished retirement date and the Board of Regents'will consider and act uporl
earh’ such request proyided: ‘ ' a

(a) The petition, with detailed justification of the .-
circumstances involved, is received by the Board not
1ess than fourr months prior to the established date
of retirement of the individual. . )

(b) The total number of yearly extensions granted for an

: individual shall not exceed two: o .
(c) Any extension granted by the Board of Regents to

an individual eligible to receive retirement benefits

’ from the State Teacher's Retirement System shall be
subject to approval by the State Teacher's Retirement ' N
Board. ; : L

B. General Conditions
1. Institutional Expectations

West Virginia Tech views faculty employment as entailing several
professional responsibilities. The first of these is an expectation of
teaching excellence. A commitment to the primacy of the teaching

function and to on-going efforts to improve one's teaching effective-
ness is an uncompromising necessity. :

While teaching loads vary slightly throughout the institution,
twelve semester hours constitutes a mean teaching load for the campus.
" Classroom contact hours vary from 12 to 25, depending upon the nature of
the contact. It is generally accepted ‘that each faculty member devotes
at least 35 clock hours a week to teaching and to such related activi-
ties as lecture and laboratory preparation, examination preparation and
evaluation, textbook selection, etc. '

° 4

A second expectgtion is that of continuing scholarship for each,féé—f

ulty member. This expectation is fulfilled in several ways. All faculty
are expected to keep abreast of developments in their fields including
'pedagogical developments. In addition to the expected library work,

]
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2 " Continuing. scholarship. entails each faculty member pursuing his

. . AN - . .
Tech encourages--and within its“limited resources--supports faculty
attendarice, &t workshops, seminars and other professional conferences.
Professional activity is “likewise encouraged. - Research activities are
regognized especially in areas of the institution engaged in graduate -
education. ST R R :

-

/

. own academic caréer léading.to the!tompletion of the recognized pro-
fassional degree for .facylty in his field. ' '

»

A third expectation is that of working with students and

demonstrating a ‘personal concern for students. of particular import- .
ance.is the responsibility for academic advising. TFaculty-student A o
contacts both in terms. of campus organization activity and individual . .
tutonial activity are encouraged. e o ﬁ

» A fourth expectation entails institutional responsibilities such -

as committee participation, attendance at faculty and departmental or
| divisional meetifgs, and involvement in activities and functions of the .
Tech community. : - ’ T .

it

-7, Consultation, Contracted R@f';;earch and 'Extrafngral'Teaching' : .

' Tech encourages faculty menibers to ‘accept consultative and contrac-
tuol research responsibilities when their- special talents may . be-utilized,
without adversely affecting institutional programs. As explicated ina . .
preceding section, full-time e'mployﬁjen"t: at TecH ig viewed as- full-time , vt CC
émployment. Outside enfployment must be specifically approved in advance ot

- of acceptance by the Dean of. the School .in whjch the faculty member is .
employed. -0 s S . P

1

tontracted research equivalent to one day's employment per week.
such consultation and research camnot in any way interfere or adv ,
affect full-time responsibilities at the institution. It is rot.jin-"
stitutional policy to provide a free-day for such activities, nor to
reschedule classes and related activities to accommodate ‘outsjde work.

As a general rule Tech approves professional consultation i‘g.d

-

At times othér institutions may request the limited services of &
Tech faculty member for teaching.at that -institution op through extension. "
Tech will approve such employment “for yp to three hours per semester, . S,
provided that Tech's instructional’needs in the faculty member's area :. - =
are being get, and.that such employment will not advergely affect either A
the faculty member's fﬁlfirl‘l"fhen‘t of Tech-responsibilities, or the schedul-. . .
ing of elasses-and related activities. ~ oo Tt .

-
S

E Voo * q L ° : I V. - -
e In some cases faculty members will be asked to tedch gourses at the .~
»West Virginia College of Graduate-Studies as part of their regular duties. .-

No additional compensation is provided but thesteaching load’at Tech will ‘ -

be’ reduced proportionately. These courseb are usually offered on~the — .
‘West Virginia- State College campus &t Institute, and.the College: ofr .. T T
- @raduate Studies reimburses.the faculty member fob tragisp:o:gtatiQn costs. ..

- . . - RIS
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West Virginia colleges and universities have developed informal
understandings relative to employing faculty at other institutions. = =
&uch understandings include formal clearance by the chief- academic  * </
officials at both institutions. ' - ' . g
3. Office Hours .- o S » .
A1l faculty are éxpected to have posted office hours in which -
they are readily accessible tof students. Specific office hour policie;/\/
are detennined by each SCPlOO,lV. , , ‘ B

p E

- 4

. 4. Required Attendance:. Faculty Workshop and Commencement
%, : P » : '

" There ‘are very few occasions for which all faculty are required
to be in'attendance. Such occasions include the Faculty Workshop,
commencement and special occasions as determined by the President. The
Dean of a School, may likewise call a special meeting of his faculty at
which full attendance is expected. c

" 4a. Commencément Attendance

Faculty members are required to attend commencement exercises -
except in those years when commencement occurs outside.of the co_ptr'act '
period. In exceptionalrcases absence from commencement: will be, author-
g;g; such requests need to be submitted in witing t;i"the appropriate

v o

Caps and .gowns for the faculty are not fux?n&shea by Tech. They
may, ‘hewever, be ordered through the Director of Tech Center, with pay-
v ‘ment for rental of caps and gowns being made to the Business Office.’

i

" ‘5. Institutional Policies

A ' Several academic policies which have been formulated are presented

’ in this Handbook. All faculty -are expected to abjde by these policiés,

e -tp follow institutional procedures, and to meet ‘deadlines such as the

' “submission-of grades to the Registrar's Office. : /

ot -_ " 6. leaves of Absence ' : - . ~
» . . . t . R

, .+ ° _ 'Upon'wkitten application to the Dean of the School, a faculty .

‘ : member may ‘be recomiended for-a leave of absence to pursue advanced study

e ~ or for other acceptable reasons. Such an application shoyld express - . -
, " . justification for the requested leave. oo ) ;
' . . L., °» b . . . ) - ] ) . .

o

- " A leave of.abserce may 'be,gnant'edufor*’ei period of; time not to ex-
ceed one full academic year and may, with approval of the.Dean and
. President, be renewed no more than two times” for one additional year.
', Application ‘for renewal must be made Ry Maich 15 of year prior to the
' year for which leave is requested or t wee ménths prior to the‘end of -
.the current leave. ¢ . c ~ o

N ). N
" . . N
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(Sabbatlcal leave pollcy is di
Benef lt") . :

7 Péeulty Evaluation )
Faculty evaluation pol;LcIes and, p cedures are :mstltutlon wide
in scope and application. - The' implemehtation of the system of faculty L
evaluation occurs at the Sc}pol level wrth ch Dean mamta:mmg all ..
pertinent recopds. " . '

v .

A Evaluatlon data for each faculty memb@%‘“ ,
o PeI'USa'l. uch ‘data are employed 1n perSOnnel decismns mgludlng salary ‘

i\f ' "‘;ﬁigi, ° . ’ .
I-"or teacmng cpersormel the normal contract of nme months usually o
' £all€ within the period between August 16 and May.15. Unless excused in R
| o [ advance, all faculty members are. expected to be.on campus from +the s
‘ beginning of the contracgt year .and to. be available for such official
du.tlos as may be asslgnv to "them in c‘onjunction with the testmg,

o _ 2 Payment of Salaries o “:
| '~ Salaries are pald nonthly, us,.ually on the flfteenth day of each ‘
~month for faculty. Those ‘on nine months' tenure will recelve “their flI‘S't
" salary ¢ about the mlddle of September e _ ! ¢

Sta:t: law pmhlbits advanced payments. . . .
3. Sumner Session Employment ‘

. On the basxs of student need and demand. for cer'tam courses, a e
limited number of faculty members may be offered summer employment. The
election of faculty for summer employment is primarily dependent upon
. quallflcatlons for teaching the specific ‘courses desired. Each school
¢ . will utilize a rotation pollcy for sumer teachmg, allowing facul,ty "
_ "qualified to tedch the subject an equal oppor*tunl‘ty to” part1c1pate in L
A sumer teaching. . "
- © As a general rule a faculty member: will not be employed for more
. @ _ than'two consecytive summers. Such a guideline facilitates a rotation \ - , !
o : pollcy ag well as encouraging continued graduate study, research, teach-~ . . N
" ‘ing at other colleges, and other educatlonal expemences valued by the* . o
. :Lnstltutlon A . N _ : »”




~In unusual clrcumstances, clearly justifiable exceptlons to .this policy
may be honored, but such exceptions must be few in number in order that
. the Tech communlty may fully benefit from these gu%gellnes.

. Summer session salarles are pald according to a special weekly pay
scale which may not exceed one’ thlrty—81xth (1/38) of the previous regular
.nine month salary. The summer payroll is made up for each term separately

.. since the fiscal year separates the terms. A six-weeks salary will be -~
paid in two payments, the flrst for one month and the second for one half
. month. . .

o w

&. Forms to be Filed -

»

.

No salary payment can be made until approved forms have been filed.
’ . Forms required by the Business Office include: Internal Revenue W1thhold1ng
' Tax, Social Security, and approprlate ‘retirement and 1nsurance forms..

Any changes in the numnber of dependents should be reported to the
Business Office. At the end of each calendar year each employee will re-
ceive a W-2 form indicating total yearly salary, withholding tax pald
and Social Securzty deductlons

-

.

5. Deductlons

- Listed.belo& afé standard deductions ta@en from each employee's
‘. paycheck. Upon request payments for health insurance' and ‘the purchase
~of governmental bonds can also be withheld.

i - SR . _
‘ : Deduction . . Rate Base

Federal Income Withhqlding Tax As requested . Full Salary
. " State Income Withholding Tax . - As requested TFull Salary
' Social Security Tax : 5.85% *  Fdrst $14,100 earned
; : ) _ 1n\cal\\dar year
Retlrement ' - 6.0% ~PFull Salary

Faculty are covered by Workman's. Compensatlon and Unemployment Compensa%lon
. provisions. These programs are funded by 1nst1tutlonal contrlbutlons

‘without any employee deductlons ) .

»

6. Mlstakes opr Questlons

o, Any errors in or deductlons should be reported promptly to

e the Business Office. , f in the office will be. pleased to answer any
« © .:questions you mgay have. . .
o . o . | o

- . D: Fringe Benefits

CL l Social Securlty : v

faculty are protected by Soclal Securlty Monthly deductlons .
of 5.85" Ecrcentvare collected on the first $i7 ,100 of ‘salary earned in

1974 and- 1975

ay




. 2. Retirement Plans , |

_A_full-time employee of the Board of Regents employed after March 6,
1971s shall participate in the State Teacher's Retirement System or the
TIAA-CREF retirement benefits system to the full extent of his salary.

. —=West Virginia Board of Regents, May 11, 1871.

v

12

Full'détails of, both retirement options, including brochures, are
available. from the Business Manager, who would be pléased \to discuss these
plans with faculty members. The two retirement plans are briefly discussed °
below: ) . I i
/ ! : . n [
(a) State, Teachers Retipement System .
‘Faculty choosing this option will contribute 6 percent. ,
of their. annual earning (deducted monthly) into the
: System for stheir entire working ‘period in West Virginid
. public educational institutions, An equal matching per-
“centage is provided by the 3tate. Retirement benefits
are based on 2 perdent of one's average salary for the
_best five of his- last fifteen years of employment,
times the Ywumber of years of service. ‘

.

“The State®Teachers Retirement System is offered through West Virginia
1 blic schools and institutions of higher education. Its considerable retire-
ment benefits makes it quite attrdctive to faculty approaching retirement age
as well as to faculty with or envisioning several years of teaching in the
State. o - : . .. -

.- )
o &

(b) TIAA-CRCF e :
, . West Virginia Tech matches the 6% contribution of the
faculty member With the corbined-sum Being forwarded . .
_genthly to TIAA-CRLT for the pubchase of rétirement
» ' benefits. The employee must choose one of four' TTAA-
* " CREF options, with his choice hinging on.the degree
he would like his retirement funds to be handled by~
. ~* _a'mutual furd investing in securities (CREF). Retire-
‘ ment berefits under this. plan are contingent upon the
. + value of TIAA and CRCT fund investments at the time
of retiremgnt. . o -

‘The TIAA-CREF retirement, plan has been widely adopted.

in higher educafion institutiens and’is particularly -
appealing to,the young faculty member who envisions
considerable interstatg employment. It, too, is based .-
on a 6.0% deduction matched by, the institution.

.
8

3. Workmen's Compensation r’f\;zgg
| All employecs of West Virginia Tech are entitled to the: fits and
protction,afforded by the Worksien's {ompensation Fund. Any injuries on the
job, repmrdless of how small, must he reported to the Business Office ‘
within twenty-four hours. o : ) to

1‘%' Yy




" insurance and $10,000 of Accidental Death and Dismemberment.

-

]
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4. !Group Insurance Plan ..
In the Spring of 1972, the State Legislature passed a comprehensive
insurance package which benefits State employees in highér education. -
Though primarily a health insurance, the policy includes term life and
accidental death and dismemberment insurance. The State pays one hundred
percent (100%).of“the insurance premium for each employee participating

" in the program as of June-30, 1974, and seventy percent (70%) of the

premiun for one year for each employee signing up for this insurance

‘coverage after July 1, 1974%. After one year of coveréd employment, the .

State will pay one hundred percent (100%) of the premium.  Participation
13 voluntary. T . , R o

" The basic'medical-care benefits.include ngi—private'hospital'roomn
and board costs up to a maximum of 365 days; other hospital charges, a
maximum of $500 maternity and obstetrical:benefits, maximum covered medi-

_cal expense benefits of $1,825, and surgical services benefits equal to

usual, customary, and reasonable fees. S

-

Theé major medidal expense plan péys'benefi%s up to $50,000, paying
80% of adtual costs after a cash deductible amount of $100 plus the |amount
of benefits provided by the basic medic&l plan. -

A1l active .employees under age 65 will hé&e‘$10,000 of 1life.|

The_aone\genéral description.is for. information-only. A

providing compléte explanation of the State of West Virginia Group Insurance

Plan is available from the Business Office.

»5J}Tota1'Disability'Benefity Plan

e

. Teacher's rance and Ahnuity Association (TIAA) offers a total .
disability imsurance Which facullty members are eligible for after the first '
year on this faculty. e colldge does not contribute to the cost of this !
plan, but it costs approximately $55 to $67 per year depending upon whether
or not your rétirement plan is fvith TIAA. After six months of total dis= °
ability, this’ plan assures.mopthly income equal to 60% of the first $1,500
of monthly salary plis 40% offfiokthly salary above $1,500, not to exceed
$1,500 monthly income benefi v ' ' A

d ) .t
: Arrangements for t
made with the Business Offi

6. Undergraduate Acad
Fukl-time employ:cs‘of the West Virginia Board of Regents and the
institutions under its jurisdiction, and their spouses and dependent '
children, shall be considered West Virginia residents for the puipose of
payment of tuition and fees. , . : c

If an employee wishes released timg to attend classes during$¢he
normal work day, permission must be secured from the employee's immediate
superior. o ' - T _ . ,

!
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7. Graduate Study .
 Tuition 4rd regular fees are normally waived for full-time members

of faculties of any Vest Vz ginia.public institution who register for <
graduaté study at West Jifginid Uniyversity, MarshalkhUniversity, and the .
West Virginia College Of Graduate ‘Studies. The Teques for waiver of fees

must be approved hy the appropriate graduate official. Student Activity

> and Service Feés are normally not waived and must be paid.. o
8. InstitutionalﬁFandS for AqadémidAStgdy

The institutich artempts at all times to secure funds to help
support_graduate study for full-time faculty. When such funds are avail-
able, the facilty will be advised and encouraged to apply: Faculty .
members who apply for sabbatical 1eave for the purpose of graduate study
: should also apply for these funds if availéble so that funding can be
~ . . considered from either source. - C

04
»

o .9 Faculty Sabbatical

- When financial resources pe‘v j+, at least one faculty gsabbatical is Q
annually funded. Tre folloning policy statement governs the sabbatical i
award. ' N ' ' '

Eligibility No faculty is. automatically entitled to sabbatical
leave. The recipients cf sabbatical leaves will be selected by the .
Faculty Status Committee according to-the criteria approved by the faculty.

1

) Criteria for Selectio
- L . B ‘\/ A

abbatical Leave Recipients: .,
1. West Virginia Board of Regents Re%ylations*
DA

“ a. Eligibility.- Any persq¥ holding faculty rank is eligible
: : for sabbatical leave after the_completion pof at least six years
. of full-time employment in any dge state college or university.
- After completing a.sabbatical leave, a faculty member shall not
be eligible until the seventh subskquent year.. -

b. Egggosés.' Sabbatical .leave mgy befgranted to a faculty ,
member so that he may engage i reskarch, writing, study or ‘ : % |
: =)

other aqtivity calculated/to imprové *his usefulness to the . |
college or university= . ' :
. - » 14 . LI

o. Conditions govexning the granting of sabbatical leave.

The awarding of sabbatical leave is not automatic but.shall
depend on the merits of the request and on conditions prevail-
ing in the college or university at the time. Sabbatical
1eave precommendations will be presented by the President of

_the institution to the Board of Regents for approval. - '

N ..

]
-
-

*Adopted:\Q@iit"Virginia Board &f Regents, August 24, 1971. Effective 7/1/72.
‘ . A _ ' N ,




Sabbatical (Continued)

'of the proposed activity 'to

" Regents and that

N
i

The presidents of the state colleges snd universities may '
dévelop appropriate criteria for determining the usefulness
the institution and equitable

procedures and standards for- processing applications for

eaves . / ,

- 4 Compensation. A faculty member on sabbatical leave

s Teceive Full salary for one semester of four and one
hd1lf months or half salary for two semesters totaling nine
months. If a faculty member's salary is not paid wholly o
from state funds allocated by the Board of Regents, the
President shall so inform the Board and justify his recom-
mendation for a sabbatical under such circumstances. - %'

It should be understood by the faculty that no special

fynding of sabbatical leaves is provided by the Board of
such funds must be taken from the regu-
larly -appropriated instructional-personal services budget.
Therefore, funds must be reserved from the faculty salary
budget if 'a replacement is required, but need not be if
the départment from which leave is taken agrees to absorb

the teéaching load created.by the absence.

e.|Obligations of the faculty member. . .
1) An applicant for a sabbatical leave shall submit
to the President in writing a detailed plan of
-~ activity which he proposes to follow. s his pro-
posal should be submitted through the chairman ’
of the appropriate depagﬁzent and the School Dean
for transmittal to thg >sident. Both the
chairman and the Dean shall indicate on the pro-
B posal approval or disapproval and. whether or not
_replacement will be required. No recommendation
of sabbatical leave by the Faculty Status
Committee will be approved if these conditions
have not been met. ) :

(2) In accef%ing a sabbatical leave, a faculty member-
B shall sggn a statement indicating that he is )
aware of and agrees to all conditions of the
leave, including the, repayment provision.

~ (3) While on sabbatical leave, a faculty member may
" not accept remunerative employment without the

'representative,
similar institutional stipends shall not be

considered remunerative employment.

R

- written consent of the President or his designated
Fellowships, assistantships, ami\\ .

N




Sabbatical (Continued) .

e. Obligations of the faculty member.
(4 Upon return from a sabbatical leave, a faculty .
_ member shall file with the President of the ..
college or university a written report of his
scholarly activities while on leave.

a

(5) Upon completing a sabbatical leave, the faculty
member shall return to the college or university
for -three years, or repay the compensation re-
ceived by him during the leave. If he returns
for a period of less than three years, the
repayment shall be prorated accordingly.

2. Minimum Requirements of West Virginia Institute of Technology:

a. Leave for-educational purpose must be for work beyond the
Master's 'degree level, ) -
b. No form of employment may be accepted. during the leave
. period that will interfere with the accomplishment of the
recipient's purpose for the leave, with the exception of
those stipends designated as non-remunerative in e. (3) above.

3. Criteria for Determining the Most DeSéfving Eligiblé Candidate:

" A. General areas to be included in the considerétions“of the

selection committee:

1. Purpose of leave. The proposed activity should be
considered in view of the value it would have for the -
individual professional grwth and .contribution it
will make toward improving his value to West Virginia
Institute of Technology. The most likely reasons (not
listed in order of priority) for approving sabbatical
leave are: : e

L]

(a) Advanced education toward a degree above the
4 ' Master's level. Preference to be given to the
candidate who will complete the work for the
advanced degree during the leave year.
Information relative to candidate's potential
completion of the degree must be furnished by
candidate's Academic Advisor.

v (b) Advanced education not to be applied on a

"degree. Preference to be given to the candi-

date doing work to update or improve his )
knowledge in a field he will be teaching in .
the immediate future as certified by the -
President. o

55




Sabbatical (Continued) i

&

(c) Scholarly research. A qualified faculty committee
: should rule on the merit of the candidates proposed
research. ference should be given to the candi-
date whose/ research could not be carried out at
West Virg%éia Institute of Technology.

. | IRy
(d) Scholarly writing for publication. The merit of
The proposed writing should be determined by a -

- qualified faculty committee.

(e) Related travel. A°qualified faculty committee
should rule on the merit of .the candidate's
proposed travel. It should lead to scholarly
regearch ‘or writing, or in some way enhance the
candidate's professional growth and the contri-
bution it will make toward improving his value
to West Virginia Institute of Technology.

2. Continuous years of service at West Virginia Institute of
Technology. The purpose being considered equal for
. _ several candidates, preference should be given to the
candidates with a longer period of service at West
Virginia Institute of Technology. A leave of absence
is not countéd as a year of service, but does not
breakup continuous years of service.

3. Academic Rank. If the candidates are of equal merit under

56

areas (1) and (2), the candidate holding the higher academic

- rank should be selected.
»
4. Potential of candidate. In case the candidates are of equal
merit according to areas (1), (2), and (3), the decision as
, to the recipient should be based on the Faculty Status
Ve Committee's opinion as to the potential of the candidate
for successful attainment of his goal. - :

: - B. Time Schedule

1. Deadline for application. The candidate must make formal
application including all information to be considered by
the Faculty Status Committee, not later than December 15,
for a leave to begin the following September. '

.

2. Deadline for Faculty Status Committee Decision. The Fac-
Ulty Status Committee must make its recommendation to
the President and inform the potential recipient and all
alternates of their decision not later than February- 1.




-
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-, Sabbatical (Continued)

3. Potentlal Recipient Decision. The potential® rec1p1ent
. should make a firm decision on acceptance or rejection
of the leave as soon as pr'actlcal This is necessary
to allow the cf:ollege maximum time to locate his replace-
- ‘ment on the faculty, or, if he cannot accept the leave,
to allow the alternate maximum time to complete his
arrangements for leave. The potential recipient must
make his decision nqt later than March 15, or within
10 days after official notification of granting of the
leave. 1f this is later than March 15. '

c. Alte:mate Cand.ldates The Faculty Status Committee should -
rate all quallfled applicants in order of priority as B
‘potentlal rec1p1ents Each candidate should be notified .
of his position on the list. This list should serve as
the order of preference for alternates 1f primary candldate
- canniot accept the leave. '

D. Repayment of Sabbati Ve Award. Upon completing
sabbatical leave, the/fatulty member shall return to the
. institution for threg years. If he does so, his financial
' obligation is ere If he returns for two years, he
must repay one-third of the amount of the award, if he :
returns for o /-,: géar he must repay two-thirds of the
amount of th§ award, and if he does not return after the
sabbatica / eave he is obligated to repay the entire
amomt of/the award In accept:mg a sabbatical leave,
by member shall sign a statement J.ndlcat:mg that
are of and agrees to this repayment provision.

Ao

. Com| 1etion of Sabbatical lLeave. Upon completion of a
sabbatical leave, a faculty member begins accruing time
toward eligibility for his next sabbatical as of the
date of his resumption of full-time teaching. :

.

-4
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IV. ACAREMIC SERVICES ° |

N

1

A. Secretarial Services

Secretarial services are available/in each major academic building for
faculty use. In addition, there is a centralized secretarial services
office in 0ld Main available for the Ayping of institutional correspondence
and for the duplication of tests, syllabi and other classroom materials.

In general, correspondence will be pailed the same: day it is dictated;
however, at least two days should be allowed for the completion of dupli- =

2 cated materials. Immediately prior to mid-term and final examinations
when the work load is heavy, additional time may be needed.

B. Communications
1. Telephone Service

¢a. Campus Calls: Campus telephone service between most of the
faculty offices is provided by a Centrex System. Any campus
office having telephone service may be reached by dialing
the four digits of the extension number which appears in
the campus telephone directory. A new directory is compiled
each school year shortly after the opening of the fall term.
Copies are distyibuted through campus mail, with additional
copies availablg at the switchboard, located in the
Secretarial Serwices area of 01d Main. '

: - b. local Calls: With the Centrex, outside calls may be placedi
° by the first dialing 9. You may then dial the number.

c. Charleston Calls: Some extension telephones in all campus
buildings have access to leased lines to Charleston, West
Virginia. Ask your Department or Division Chairman where
these extensions are available to you. Calls® from these
extensions to the Charleston area may be placed by first
dialing 8. You may then dial the Charleston number. Calls
to Charleston should never be made over long distance lines.

d. Long Distance Calls: Personal long distance calls -are
permitted on school telephones only when they are charged
fo the caller's home telephone. Long distance calls for
school ‘business are to be approved by the Department or
Division Chairman, whose budget will be charged for such
calls. A Written record needs to be kept of all long
distance calls.

64
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‘2. Postage

The postage meter in the Business Office may be gged to frank mail
which is being sent out as official school business. Mail which is to be
sent Air Mail, Special Delivery, or Registered should be plainly marked.

A1l college mail should be delivered to the Business Office unsealed as ‘
this is the only way that it can properly be put through the postage meter. '

Mail destined for campus distribution requires no postage, but
should be marked as such and will be delivered along with regular mail.
Student mail and notices should be marked "Dormitory."

The Coilegé cannot provide postage for any personal mail.
(\'”3. ‘Mail Service
Mail for the college is brought from the post office at 8:30 a.m.
and 2:00 p.m. each school day and distributed in the faculty mail boxes. -
The mail boxes are on the first floor of Old Main. Outgoing mail is taken
to the post office at noon and at 4:30 p.m. each schoeol day.

Outgoing mail may be dropped, unsealed, in the window near the mail
boxes in 0ld Main or in designated pick-up boxes in other buildings.

C. Textbooks o » E | .
All textbooks and instructional supplies for sale to students must be

ordered through the college Bookstore. Under no circumstances will
instructors be permitted to order books or supplies directly for subsequent

" resale. -

Desk copies of textbooks can normally be obtained from the publisher.

‘Desk copy request forms can be obtained from the Bookstore. Faculty mem—

bers are urged to request desk copies from publishers in advance of their . -
need. However, when time is not available to do this, the Bookstore will
provide a desk copy on condition that it be replaced with one obtained from
this publisher by the faculty member. Desk copies from the Bookstore not
replaced within 60 days will be billed to the faculty member.

The textbook needs for each department or division should be submitted
by the”Chairman. Special blanks for this purpose are provided the
Bookstcre. Requests should be submitted well in advance in order\ that the
materials may be in stock when needed. Needs should be estimated \conserva-
tively; the Bookstore operates on a very narrow margin of profit,

* consequently any large accumulation of unsold texts becomes a serioys

problem.
As a service to students, the Bookstore frequently purchases used\\cop es

of texts currently-in use on the campus. In order to avoid unnecessary

losses from this source, instructors who are planning to adopt a new texi

should notify the Bookstore Manager as early as possible. , .




Guidelines for Effective . - K oo
Bookstore-Faculty Cooperation R L e
. (Issued February 19, 1974)

. e Lo, : el T
A critical problem for the faculty member 1S failure to hdVe sufficient

textbooks at the begimning of classes. -~ The ‘bookstore~has two critical
problems:- (1) failure of faculty to replace desk copies "borrowed" from the v
bookstore, and (2) over-stocking, which requires time consuming effort@to ' ¥
veturn books to the publisher. : ’ L e
: sV - - -
w -~

Better cooperation between faculty, academic administrators, and
bookstore management.could partially alleviate, although nothing will
absolutely solve, the problems. g .

Careful following of these guidelines should bring about much improvement
for bookstore, faculty, and students. : _ : '

1. Guidelines for BbokstOre.Managemént

a. Recognize that the bookstore is a service function with.a
first responsibility to see that every student in every. .
course who wishes to purchase a text can get one at the
beginnihg of classes. This will inevitably mean that some,
excess stock will be on hand. T

b. Accept book adoptions and requests for sdppiarentary'- :
e materials (paperbacks, workbooks, ‘etq.) from department
' op.division chairmen only. : ' -

c. Recognize that chairmen present bookstoré with adoptions
and projected enrollment only. These projected enrollmerits
.are not to be construed as, orders. ' T

d. Bookstore should provide sufficient texts 6 meet’ projectéd
"' enrollment. If this seems unwise to store managément,
chairman should be consulted before reducing provisipn.

e. Make more use of predictive data available, such as pfe— . N
. yregistration data and enrollment by elasses iQr past five o
years. A copy of each of these print-outs sho be '

forwarded to the bookstork at the eabliest possible moment.
(The Computer Center should make some effort to co e
cti

pre-enrollment with actualhenrollment by departments in
order to provide a predi factor.) ' .

/

partment or division
can be changed after ] .
1"/' \ T ) L

- f. Require written permissjén of
director and Dean befgre textpog
ordered.’ .

g. If titles ér S\lpplemen ) liirements run out during
-~ first.day of classes; pxovide & egister for students.
wishing the book. Faculty Wi) %irec‘t students no o .
having books, to register. Redrder to be sent in by

the third day of classes. N .

°

. b Y
-
L.
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< " h. Faculty mémbers requesting desi COpY fPOm”the bookstore must S
e pay cash with the understanding full refund will be made upon e e
\ tar ® return of a comparable copy. |

N { i. JIn serious.emergency about desk copy, chairman may obtain .
» L _ione by submitting requisition appnoved by the Dean. o -,

" j. Apprise chairmen of publlshers who permlt return of ‘only - 20% .
of an order ,

k. Notify Labrary of each new adoptlon, 1nc1ud1ng new editions.
Librarian to obtaln copy for. closed reverse by the time of ‘ )
classes : : S L

1. Give faculty a prlor warnlng date - textbook orders w1ll be
“taken. A.month to six weeks notice would remind: faculty to-
review textbooks in time for sound decision. (Some problems o
occur because faculty members have made ‘a hasty ch01ce and “
discover a- textbOOk is not satlsfactory ) s

2. Guldellnes for Chalrnen T _ : | - \ ‘ AN

" .a. Have annual discussion of, textbook problems at divisional
 or departmental meeting.

(l) dlSCUSS problems of bookstore
(2) discuss problems of faculty

b. Make definite Eollcy on choosing texts for courses having
muiltiple sections. Use of the same Textbooks in all sections
appears desirabke from the stangggia; of students and bodkstore,
although it is not ‘necessarily t st desirable from faculty
standpoint. Where single book. is chosen all faCulty should -
partlclpate 1n 1ts choice. . i@

2T R 4

c. E courage careful review of new texts before-adoption. Remind {;; B
fadulty early that reviews should be made. ‘ * Sl

d. Reviem annual data on-endollment by classes ﬁridr to, projecting
o . ~enrollment for bookstore.) Also, consult pre-registration data
.o ) (approprigte sectlons of these data will have to be made *
' avallable. . . o :

€. Dlscourage ecessarily frequent changes of texts but not to, _—
‘extend that initiative and desxrable change is thwarted. . v

. . £, Reta;n a copy of'your bookstore gequests and compare your pro— C e
S o jected enrollment with actual enrollment. . . s

9




. _ : X o 1 : o * % ’
g. Encourage faculty to.order their own desk copies as soon as ‘ -
_ ) . text has been chosen. Remind thém of necessity to order . ~ o
- .'- " " ’desk copies of collateral material such as answer books and - -
‘ «-. . . workbooks. , v - ) g '

S ':' h. Diécus‘_s book palicy with new faculty members as Soon as
o © possible. If text for a new Faculty membher-must be ordered
~ before he can bé consulted, division-or department shéuld
A obtain a desk copy from the publisher so the faculty member
¢ ' 7 will not have to buy one from the bookstore. ) ,
v N ‘ T ! . ] . ‘ ‘ ?% ) ‘ . )
] .. i. Check with bookstore after beginning of classes to see .
‘ - - whether texts are moving. Relate what is found to '~
a/pproipri_at’e~ faculty. - S y
© .3, Guidelines for Faculty - | . - T
a. If y "u;,have_\ reason to believe enrollment in one. of your ,
clasges may increase or decrease, convey that information - -
¢hairman at time of book order. .

v N 4 ° .

< .-b‘ZK Almost all publishers will provide you with a desk;vc_:opy,' .
o 7" as, soon as text'is adopted. It is your responsibility e -
LT o to order' the desk copy at time of the adoption. Only

. . . " .. .dire émerfency can justify purchasing a desk copy from
o the bookstore and must have approval of your chairman .

B . . because your failure td replace the.book will result o
"'+ . . in depletion of department funds. s

“ . c. Review texts completely before ‘adopting. This will =
. T avoid adopting.an tinsatisfactory -book and demanding. - c e

- o a change .which will work undueg hardship on students .
N ‘ < _ and the bookstore. - S -

N ~ . .
) ‘ LR -

- "t ", " .d. When erdéring desk.eopies remember to order-copies .of "
R any collateral material required of students such as . .
- workbooks. Qr paperbaeks. : B : : e

e. If _co'llate‘r'*a; material is required of students, make - _ N
. . some effort to'seé that they purchase it.  The best . .
« . * way is'to give an announced quiz.on a seétion of = = -
: the material. S—tudents,\,will buy it them. o
' i f. If you absolutely de not intend to use a book that o,
_has been adopted. for one of your ‘sections, or iF o .
_ -+« you intend to tell.students that\buying - the book is :
M ~* . optional, tell the bookstore manager,’give him your e
s . course number and section, so that+he ‘may reduce S, :
v ' “the order accordingly. . .. = L . S N\

. .
- N ! . . . -
- L A A} . b - s Y s N\
- . 9 - :




L

g Textbows are becommg very expér151\7e. 'Pléase'try to -
‘ av01d unnecessary changes. Rémember that oup st\i’dents

- are not ‘'wealthy., R 4 -
h. 'I‘extbook shoptage&% inevitable, but shomages should

Do I . be minimized. = Goéperation along the “lines suggested
c - above *w:.ll bmng about much unpr*ovement,

3
l . ! “

v i, fF shor*tages oecur, tell students to sign up at. the ’
: _ bookstore. Also, request your chafrman to détermine
T ! ‘ whether enrollment was greater than projectlon a.nd

.

ot s notlfy you. and the books\tor'e- - v .

R TR 3 If you plan’ to requlre supplemental supplles or matemals, ‘
bookstore must be given advance notice through your
oL Chalrman to permlt effectlve stock:.ng . . ‘ N

,’j o n. ~ . N : :s
H - wl e / . ' b :
' '. ) . &'{ b s / AN ; e "

©
s
s
f
-~ v
\\
'Y
Ay
't
A .
Ve
i4
e 0 ! .
.
hd £y B
' - o ’
@ ‘ 4
~ v ) o, -
. Vot
© .
LI
-
@
. .
»
’ i .
o ;‘-'
¢ #
-
.
‘.,
’ .
N < -

Aruitoxt provided by Eric




,
-

o“

D. Office~Supplies .o ({ '
’ . Stationery, pendils{/iil:ﬁ?

\_ - May obtain copies from the Supply Reom located in Maintenance B i1ding\
“\_These items will be issued only upon requisition by the Chairman #nd wil

.« Who rarely

g

esk blotteps, papef'clips, andtbtherfoffilé\:

supplies may be obtained from jthe inventory. and supply clerk. A special
. requisition form is availablé(for such items® from the Chairman, (whqg i

e charged to the”Departmenﬁws or Division's Cﬁrregt Experise "Agcount. |

*"Grade books may be secured as’ needed from each Deaﬁ’s~bfficé. . ';h \;.G

E. HﬂmthawkmsamIbﬁcws - I , o ) o _//‘
‘Printing Ménagementﬁis‘foremost.an atademic enterprise. As shchi : .

dcademic responsibilities have first priority. Production work is an e

auxiliary service and must be Properly controlled to avoid interference

wWith academic goals and to assure fairmess to all interested parties.

N . L S,

It should be recognized that the s@hedulidé\éf*elasses and laboratories
Throughout theday disrupts,routine,qse of equipment and pngduction manpower
that would\ ordinarily- be found in a commeycial shop.  Printed matter. B -
published bygthe Printing Managqment'faculty;ifkfm;paféa“bywstudengftraineesx

d velop;commergiql quality skills prior to graduatiops R

©

. 1
‘Production controls provide maximum production of institutional printing
consistent with the resources asSigned to this function. T& assure the -
necegsary production éontrols consigtent with %psfitutional policy, to. .
establish production responsibility ana‘to/gssure fainneds to all, the: B
following policies Have been established. - '~ : o Tl A

’

v

AN

BN
.

O 1;' What Can Be Printed

.‘A';\ a; ‘LettePhead stationery for faculty and administréfid@

+(Letterheads will be limited to academiec school and " -
_department - for faculty; appropriate oﬁfiée\will be

3

used for administra%ion.)_ _ . .

ra

«

'b. Standard formél'(Réceipts; ledggrsg'appliéatidh\fo: '
© ete.) - ” B RS A

¢ 3
1
I

_c.  Advertisements or posters for 9émpué events
: all students'and faculty. - )//4/§D- ‘
\\; d. .Newsletters for professioné}/ggﬁﬁént organizations. |

.4%; Noe. Néwslettgg‘héadinég for social student organizations.
f. Curriculum péttérn'sheétswenlarged to 8 172" x 11" A
for academic departifients. SO ' i

4 * . v
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“y college functions. . , N

" h. Covers for academic or \j-_nstitutioﬁal reports: -
: ‘i;gThe blndlng of academlc or 1nst1tutlonal reports N ?
3. Music programs, Play programs, Fomal anl‘ta‘tlonS fof*

. 2
k. Student recruitment folders and br'ochures for the
J.nstltutlon and 1ts schools and departments

1. Enrol]ment statlstlcs, academlc calendar's,, the college :
. catalog, the student newspaper, student-handbooks, .+t
.+ class schedules, and other administrative literature
- necessary for the dissemination of information to
_members of the college conmunlty ' :

m. A l:l_ml‘t.%@ unt of printing will be’ per'mrtted for - *
Printing Mahagement faculty gnd Students, but this
-does not include gifts or faYors for friends or
relatives. Pi Alpha Psi, profess1o pm.nting

. management fraternity, will be pe:rmlt e\d an annual' ,

' fund ralsmg project. c 20

NO‘I'E Any copy deal:.ng with student recru:l.tment college pollcy, _or any

rmatter reflecting on the publid®image of the college must be approved by

the full Publications Committee. leevnse, any copy to be piinted by
an outside pmnt shop. with state monles must be approved by the full

Publications Conmlttee .

2 that Wlll Not Be ff‘rlnted ' ( o . T
Ca. Academlc, institutional, "academic school or college, and
. deparftmen*ta. geports unless dlr‘ected by the Presldent. .
T
b Pr':tm::mg _for* the prlvate use of lnleldual s‘t:udents, .
factﬂty, organlzatlons or firms unless dlrected by the :
~President. . , : ) e o
Campalgn material for- situdent elections. ‘> ) -
~ ce f v ’
d Newsletiters fog' soc:.al organlzatlons '

" e Any material Whlcl‘i is rejected by the ublications
Commlt} ee or the Pm_ntlng Management f culty. ‘

3. Prmt,mg Chargesg e . S s .
a. No pr*mtnng charges are assessed for mstl‘mtlonal pm.nt:.ng
b.qCampus organizations will be charged for all supplles used

at a rate of. cost plus ten percent. Billing will be through
the Business Office.. '

g




4. Procedufes

a. All copy should be submitted #p"the Public Information Office T ™M
with a properly filled out prigting request,form. \Additional ,
forms may be obtained from the|PIO.in Room 123, Old Main.

P * Completion of the required infogmation on the printing\request

form is essential to effective sthedilingy In complete
will be returned to the originator for comiletion.

; ,
b. The request will be either approved by the Pu
' Dire¢tor as a representative of the Publicati

the full committee in the case of extra large :

- Jjobs. If disapproved, appeal can be made to {the President. \

o N7
R c. If approved by the Publications Committee, the)material will ' \\&K
: o ‘be printed on a schedule determined through ngcessary criteria -
‘established by this policy. All itéhs are pinted on a fIrst-
come, first-served basis. Needs shodg L
advance, ' Tmminent depletion of stocks A1l not be considered cr
‘a reason for giving one order priorityl o o o
submitted orders. A

. At the discretion of the Publications Commi%tee, a printing -
request can be referred back to the initiator for preparation
by spirit, mimeo,:or multilith methods. This decision can be
"appealed to the President. - * L
5, . Before initiating a printing reques{;'the'initiating-individual
' - or organization should carefully -evaluate tthe purpose of his
“publication. and its appearance ‘requirements against the possi-

- bility of producing the material by multilith. Multilith )
- masters are readily available and produce very professio
L appearing printed matter by judicious use of attractive IBM
' . typefaces availabke from the Public’ Information Office.’ Taces
available “include roman, italic, bold face, and sans serif.

'y

A © ' sAn alternative to typing directly onto a multilith mastet is -
S the Xerox method. Copy is typed directly onto a standard sheet .

of paper, then reproduced onto a metal or paper master with a

Xerox machine. This method allows the inclusion of drawings, -
art, and even some pre-screened halftones. ' The initiating .
person or.organization has complete gontrol over the final
appearance of the printed copy, since the master is prepared

in his office on a standard IBM or other typewriter. .

5. Deadlines

Printing requests received after June 10 will not be scheduled prior
. to August 15. Delivery cannct be expected prior to September 15. Catalog, -
e . football program, and student handbodk material to be printed in the summer
_should be submitted by April 1. The.following copy submission deadlines
are applicable: : o ’ : T

-2




a. Two weeks - standard size (8 1/2"'x 11") posters, fonnal
:LnV1tat10ns, business cards, stationery, place markers, -
programs, standard business forms, etc. No press runs
over 500. No illusirations or photographs. All copy
must be complete when supmitted.  No copy over 300 words.

b. Four weeks -~ copy over 300 words but less than 1500 words.

Copy. with 3-5 illustrations. Unusual sized posters,

programs, folders, or booklets. No press runs greater
than 1500. All copy complete when submltted. :

c. 'Six weeks - copy w1th less than 3000 words h Copy requlm.ng
. other than standard color or weight. paper. Copy requiring !
more than one printed color. Copy requiring more than 5

illustrations. No press runs greater than 5000.
~d, Greater than six weeks - ‘copy whlch does not meet any of
“the’'above criteria. Any person having-such copy should
u!l{the Public Information Director at least three
r to the desired publication date. Special -
arrangements™wi1l be made by himwith the Prmting Manage-

6. Oopy Preparatlon | '
a. All copy must be submltted in double-spaced typewrltten form.

b. If any spe01flc 1ayout is reunred, the typewritten copy must.
be accompanied by a pencil.dumy layout. Do not attempt to
~ submit a layout'in typewritten form; these are too hard for
~ typesetters to read.

c. ‘Approprieteness of layout is subject to apprbval and/or
' revision of the Public Information Director. Layout appeals
may be made to the President of the institution.

7. Proof Readmg Policy

a. The Public Information Director is charged with proof read:mg
all materlals approved for publication.

b. Thé Public Informatlon Director will proof galleys agaJnst
col He is responsible for the correction of any-errors
in the galley proof not present on the original copy.

b3

e. The Publlc Informatlon Director should correct all grarmnatlcal
errors in orlglnal copy. Ultimate responsibility for the
¢limination of these errors rests with the originating .
individual. ' :




i | - o 2?5 , | 68

e. To prevent errors in the final publication, the originating
individual shall be afforded the opportunity to examine
galley proofs if he so desires, Failure to request galley
fs ‘does not shift proofreading responsibility to the
ting Management faculty. N T Ve

e originating individual requests galley proofs, after
reading and correcting them, he shall initial the galley
sheets and a "pProof Approval Card." His initials shall be
interpreted by the Printing Management faculty as approval
to make the corrections noted and proceed with production.

e

" g. Proof galleys and "Proof Approval Cards" shall be returned
to the Printing Management Department within five days of
receipt or one week prior to desired-delivery, whichever
is sooner. ’ o :

i ‘ .jq .
F. The Vining Library ' ‘ _ _ ‘
S Te¢h's new Vining'Library is one of the most modemp and accommodating
' library dtructures in the State and region. o
1. "Acqugsitions : : P o . | o
: & C _

A1l faculty are strongly encouraged to participate .in the library
acquisition program. The responsibility for building and maintaining a
_comprehensive and up-to-date file of library reference materials rests
primarily with the entire faculty. A faculty member who wishes to
- recommend the purchase of any books should first sequrg a quad-form from
. - the library and fill out such needed informaticn as the author,-title, |
- publisher, .aggl price. After the recommendation form is approved either
by the Chairman or by the Dean of the School, please send the form to
- the library for preparation. of the requisition. As soon as a book ‘has o
~ been received and catalogued, the person who made the request will be
not%fied that the book is ready for circulation.

Requests for new periodicals are similarly handled and may be
. submitted to the Librarian any time throughout the year. Periodicals,
Vo however, are usually ordered once each year--the subscriptions running from
< January 1 to December- 31. ’

2. Re§erve BOOks

Faculty members may put books on open Or closed reserve when it
is felt that there will be extensive use of these books by their students.
The Library should be informed of reserve book neéds at the beginning of
each semester. : ’ - .




3. Civculation . -
* Books in thejgeneral collection may ngnmally’be withdrawn by
faculty members for-a semester with the understanding that if the books

are needed for reserve or by étudents they will be returmed at the
request of the Circulation Department. \ ‘

4. Inter-library Loans -

The Tech libréary participates in an’ inter-library loan program
through the Librayy Commission in Charleston. There is no charge for
this service whefi acquisitions are made from other West Virginia colleges
and universities. Howevep, when materials are obtained from institutions
in other states, the Tech library will still supply its services free
but must be reimbursed for the fee charged by the supplying institution.

5. Other Services \
| .+ Photocopy machines are available for use by faculty and students
~at a nominal charge. Fifteen study rooms in the new library are avail-

' able for use by faculty and senior students, and carrels are available

- for use at any time. ' :

*@. Center for Instructional Technology |

L /.

The Center for Instructional Technology, an outgrowth of the former’

| Educational Media Cemter, has been established -to assist the faculty in
-1 the teaching process. Located on the third floor of the Vining Library,

entrance is by way of the arched bridge on the south side of the building.
The staff of the Center is available to each faculty member. Services’
are provided in the following areas: Designing and structuring courses;
Securing educational materials, including film rentals; Producing educa-
tional materials; and Loaning and operating educational equipment. A
Curriculum Materials collection representative of those materials used
in adjacent county school systems is provided for methods teachers and
student teachers in the field of education.

i

1. Media Materials. and Film Rentals

The Center maintains a-permahenf coliection of the following

materials:
16mm Motion Pifture Films Tapes :
Filmstrips _ Overhead Transparencies
Records *  Slides, Maps, Miscellaneous

A complete list of titles and content of above materials is
available in the Center as well as related reference materials
and rental film catalogs. :

[+ ¥
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A budget is maintained by the Center for film rentals by faculty
members. The Center will assist in ordering and returning rental
films for use in college classes and activities. TFaculty desiring
to pent films should contact the Center at least three weeks prior
to the desired show date td allow adequate time for scheduling,
shipping, etc. 'Faculty will be sent confirmation slips and notified
of film arrival. Arrangements should then be made with the Center
for showing. ' ,

The Center will provide facilities for previewing and auditioning
films, filmstrips, slides, tapes and records. ' -

2. Equipment . . L . .
The following types of equipment are available -on request for
instructional purposes. . -

Projectors ¢ Tape Recorders \
1. 16 mm Motion Picture-- ~ 1. Monaural ,
both automatic and 2. Stereo
*  manual threading ' 3, Cassette -
2. Super 8mm Reel Sound A - I ‘
3. Super 8mm Film Loop ~ Screens - Portable tripod
.4, 35mm Filmstrip - N a
. 5. Sound Filmstrip Previewer ,Public Address System -~
6. 2" x 2" Slide Carousel Portable
\7. Tape~Slide Combination - '
\Eiugvl/u" x 4" Slide Portable TV Equipment
. 9>-Overhead - :
10. Opaque ‘ ' ‘ , ro

N
! E . o :

* Record Piéyeﬁs . .(i*" o ) -

N Monaural’
2. Stereo

3. Equipment Maintenance : -

A full-time technician is availablé in -the Center to provide
maintenance for all audio-visual equipment belonging to the
institution. Any malfunctioning of equipment should be reported
4o the Center. Projection bulbs are provided by the Center and
will be supplied upon request. .

Y. Local:Production Services - : ’ ) v

4
’

a. Overhead Transparericies
" Produced from original drawihgs, boqks,-magaﬁihes, masters,

and’ other graphic materials. Transpapencies can be produced
. in black image on clear background, color image on clear,

76
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»  black on color, negative image on black, frosted image on clear,
or with overlays in above combinations. 3M Transparency Masters
in most subject areas are available in the Center for guick
transparency production on the Thermofax machine.

b. Audio Tape Recordings ] | . e
Tape to Tape ~ _ Compound Voice-Music o
Voice to Tape - Monaural and Stereo Taping
Record to Tape Sync Pulse for Remote
Tape Duplication ) Projection -

c. Thermal Mésterg and Duplicating _
. . . : . ~ G
Both thermal spirit masters and thermal mifieo masters can be
- produced from original drawings, writing, typing, books, magazines,
and other graphic materials. Copies can then be run in Secretarial
Services. : : : '

d. Television - Live or Taped

o

Prior arrangement of at least 72 hours must be made with the
Director for use of video equipment and playback. Operation and
loan of television equipment will be limited to the Center staff, -
unless explicitly authorized by the Director. :

e. Photograph - ) .
: Erapy . ' “\«»"r/ :
oM x 2" color or black and white slides; prints, copy werk.

This service requires ‘adﬁnce arrangement with the Director.

& _ .

5. Request Procedures. : ~

All materials and equipment may b used by the Tech faculty upon
tHe request and signature of a faculty member or a person.designated by
.the requesting faculty. No equipment or material is to be taken from
“the Center without this authorization. . _ . Y

~Qver the counter requests will be 11184 . if materials and equip-
erit are available. However, to assure/availability of desired items,
reqiegts should be made at least 24 Wours in advance. Delivery of
equipment and maserials on-campus Will be made upon request. However,
advance\gotice shouid be given to allow time for such arrangements.

L. 'Projectignists can/be supplied by the Center; however, most et
equipment is simple to operate and faculty will be expected to operate
requested equipment-themselves whenever possible, The Center staff will

be  glad to provide necessary training in operation of equipment to any
persons desiring it. ’ \ ‘
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Yy Requests by students for use of media equipment and materials must
, be related to college class work. Students may use materials and equipment
) , "’ in the Center at any time. Materials and equipment may be checked out of
AT the Center by students with approval of their respective classroom faculty
. member and the signature of the student. Students checking ouf equipment
s ¢ must be abl 4emonstrate proficiency in operation of said equipment.’

Of f-campus requests will be honored if made by faculty menbers or
. _/Btudents with an authorized faculty signature. On-campus requests will
“ pave priority over off-campus requests.

H. The learning Center

The Learning Center, located next to Science Hall, is open to all
students who are having academic difficulty or who want to improve their
réading and study skills. There is no fee charged for any service.
' d in the Learning Center are the Reading Lab and the Learning
4. The Reading lLab, designed to. help s ts increase both reading
/speed .and comprehension, is staffed by a professional reading specialist
and an associate. The purpose of the Learning Lab ‘is to help students
develop ‘their study skills and to assist ‘themeith individual classes.
Tutorial help fpr several classes in which freshmen have difficulty is
providéd. S

. . , L) . v “x)

Faculty strongly encouraged to refer students to the Learning }

: Center. Spaff members are available to consult with faculty on potential !
referrals/ - - —~— ¢

Tn afidition to the Reading and Learning Labs, included in.the Learning |
Center dre three special academic programs funded in a large part by the | ,
United Skates.Office of Education. They are: Upward Bound, a program for | /
high school aged economically” disadvantaged youth with college potential; | ]

Special Services, a cdllege level academic assistance program for students
with low incomes; and the Veterans Institute Program, which provided both-
college prep and high school equivalency curr’iculwh?/leadj_ng to college
entrance and completion of the G.E.D. exan for issuing of a high school
diploma. : F \

‘ e o . %

The Learning Center also houses facilities for adult basic ea'd‘catig/ :
through cooperation with the State Board of Education and Fayette Co ~
Board of “Education. - These services are available without charge to-the
residents of West Virginia who wish a high schdbl diploma but are ‘beyond
high school age.

l

’ 'I%e objective of the Leatning Cent,ef"" is to provide academic support
servises for. the whole Tech commnityfi’ All faciflities are open to
faculty for exaiination and suggestions for their improvement.

......
“““““““
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I. Referrals

If a student is in need of career counseling, a faculty member should
refer him to the Office of Career Plarming and Placement, Room 321, 0ld
Main, for assmtance/ If a student'is in need of personal problem . .
counsellng, counseling services are .available through the Office of Student
“ Affairs ‘antl referrals are welcomed. If a student is in need of d tutor,
reading assistance, or unprovement of study skills, refer him to the
Learning Center.

’ ) ” o
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_Orchestra Series. . ) !

-« ) a ° ' 4
V. INSTITUTIONAL SERVIGCES

o

) ]

A. Parking 0 .
| X © (‘ ) ) C‘/‘ ‘ y . . p
Every effort hds been made to provide parking for facylty ahd staff |

at the nominal fee of $3.50 per year. Parking regulations are minima
in number ‘and are applicable to all members of the Tegh fommunity. Re-
sources derived from parking fees arejused to improve-and maintain
smooth parking and traffic flow on the” campus. ) !

1. Registration, All faculty, staff, and students desiring to
park motor vehicles, including motorcycles, need first to
, register them through the Office of the Agsistant Business
. Manager. A parking sticker is provided And must be displayed.
Special parkingfplaces are available fob guests visiting the N
campus. Visitors should cantact the genior Security Officer
on duty by 0ld Main. Visitor parking permits are available />*
in the Assistant Business Manager's Office. - i

2. Parking Areas. Parking is allowgd wherever space is available.
+Parking is assigned to faculty, Staff, and students. Each e
parking lot is marked accordingly. Overflow parking can "
usually be accommoddted in thé Science Hall parking lot or
in the lot west of the football:field. . B

3. Campus Traffic',Violati&ﬁs include: Parking in a prohibited )
area, “Speeding violations (in. excess of 15 mph), Failure to
display parking sticken, One way violation, Improper parking,
Reckless driving and %ﬁttéring. ' ' '

S |

4, Violations of municipél and state regulations on-driving- and

parking are matters petween the individual and the pfoper

.

authority. Violations are sent to a local Magistrate's -
Office for enforcement. - : ’
/

A full listing of parking regulations, procedures and 'violation
penalties is available thirough the Business Office. :

'

B. Cultural Events gf/." _ ' ' _;‘ -

films, lectures, art displays, convocations, coffee house
: rfi-concerts) except for major concert seriegiwhich require

- onvocation Series - concerts, lectures, art exhibits arid other
frograms are presented for students, faculty, and friends of the college
during the school year. ~The Convocation Series also cooperates with the
Charleston Community Concert Pograms and the Charleston Symphony K

80 ,' |

"y are admitted free of charge to all student activities -
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|-




. ’

Information relgtive to the Tech events as well as the Charleston
events is published in the Tech Bulletin and the Tech Colilegian. ’
Information mgy also be secured from the Director of Public Information
or the Offi%e of+ Student Affairs. ' »

‘€. Athletic Events .

NG

D. Use of Campus Facilities

- Admission to Tech athletic events is free to members of the faculty |
and administration and their families. Athletic event passes are pre-
pared and distributed by- the Director of Athletics.

-

A1l campus facilities are available for use by all members of the
Poch community. Ifia faculty member wishes to use a facility, he should
Jontact the person responsible for the facility (e.g., Physical Education-

~9-

Room-Director of Food Sprvices; Classroom-Registrar). Ea@h\gacility

has ‘varying regulatiéns concerning its use, and information relative to
such policies cam be secured from the perso responsible for the facility
or the 0ffice of Student Affairs. - :

1.

¥ .
y ’

Tecﬁ Cehﬁé%

The ser?icesband facilities provided by Tecﬁ Center are as follo

L . N / .
, (1):FTood Service ‘ .+ (4) Conference Room
> (2)+Billiard Room . (5) Bookstore

(3) Ballroom . ‘ o

Reservation for space for events held iﬁ-thg_Center must be made’,
with the Director of Tech Cénter, and the arrangements for food
ortrefreshments required for svents must be made with the Director
of Food Service. Tech's food service is contracted “to Custom-Foods.

A

i -

A1l Tech Center rules and regulations-as well as guidelines for
/holding events in the Center are contained in the bylaws of Tech

/ fenter. Copies of the bylaws may be obtained from the Director

. ® of Tech Center. . - : . . . .

7

2. Physical éﬁucatibn Building

4

" The Physical Education Building may e used by members of the”

faculty, administration and students, during the designated recrea-
" tion.hours. The facilities' of the building inctudea weight'and
exercise room, gymnasium, auxiliary gymnasium, and swimming pPool;
the hours for each fagifity vary. , The recreation hours are posted
in the Physical Education Building and are subject to change in

\

{.

the event of spec'éi student events, such as intramural games or
concerts.. . . . ’ .

7




3. Tennis Courts .
There are four tehnis courts avajlable for use by student and
faculty. Tennis team practices /and games have priority in the
«use of the courts) and J ers hf the Tech community have .-~
priority over friends ¢ "

. | . \h&b . -

L.

E. Cashing Checks

e Tech Center upoﬁ presentation of Tech

Checks may be cashed at
ive dollars is: charged,for-each check  °

identification., A fine of
returned to the College.

-
.

F. Fund for Floral Offeringg

-
v

West Virginia Tech operates 3 flower fund for deaths in the immediate .

tamilies of faculty and admianistration'. Each member of the faculty and
‘administration is asked to contributé $2.00 in October. -When the fund
falls below $25.00, (the limit for each floral offering, another assess-
ment. of two dollars is made of each member). : .
Immediate families are defined as follows: the individual member,“»\'
SPOUSE , children, -member's parents. For brothers or sisters of faculty
~and yministr'ation , a sympathy card is sent. S : -
. . R : o //
It is the responsibility of each member of the faculty and adminis-
tration to inform the Vice President in the event of a death in the
immediate fax@\ly. ‘. i o .
G. TFaculty Housing;; and Garages .

%

1, The Colleg : (s, or Stherwise controls, approximately .33 housing
units which are avadilable ‘for renting to faculty and administrative
employees of the ecollege. All faculty Housing is operated on a' strictly.
non-profit, sdlf-amortizating, self-maintaining basis. - Rents are set

at levels which are-necessary to operate and maintain the respective

units. and ‘to retire any outstanding bonded indebtedness. All units are ™
‘ted 'on an unfurnished basisa ~ = ' . ' .
/2. College housing units are for the sgle use of instructional and
administrative employees of the college. Units are not to be sublet'in
whole or'in part by the'official lessee, with the exception of faculty
-members on leave of absence. ', In any event; administrative approval will .
be required in advance béeforesuch arrahgements may "be completed. :

3. The painting of call a'pamﬁents,. either by the occupant or by the’

college, will be under:the supervision of the Superintendent of Buildings -

and Grounds. The .frequency and extent of interior painting and *floor
refinishing will be regulated strictly in accordance with the availability
of funds. Occupants who desire.more frequent painting will be expected’
to supply their own paint ‘and/ or lapor. N .

‘
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l} The’ occuparrts of the Faculty: Alﬁartjrents ave remindpd that “thirteen = -

are living in ¢lose proximity in a' building whigh ’
Fufdamental cpnsideration for the rights of ‘
ch family- ablde by the few regdlatlons whlc\h{re deemed necessary

a:ﬁles WIJ .Lu cu.c Spre Lv'u_:_n-hrnh n+hmn nnmman‘i‘s Of the.. . "

3 <g should not be continued late J_nto/ : '
N Q. “';' . - »

-

et -thenlght ;'

TR 5 The volume of’ rec.rd players, radlos, and TV sets should

® ' pe kept down. Your neighbors M want to listen o4

. T ~the1r own sets. ; i :
I e c.;-p_ChJ,ldren should not b" all, d to wr'éstle, tnce balls,
9‘\ ‘ . N'z_f:' . ‘, . i ’: and mll..er' ]Gte%‘ln te ap il erits. YOU mve tO be m
Cee L, 1he apamcn;t below # <51PP1‘e<3l te ¢hise . e !
. vt ’ . '

Chlldren

»

B i \the fire escapesx ‘
. O Y the event of a fire.x. . . O
" e e, Becauae of hous:mg conditions, occupants.are asked /gm; I e
- - to keep pets that mlght anrioy othér* res1dents ,/*"f’.: o _ R

o5 Whenm actlve efmploymeﬁt by the college ‘has- lge n terminated far any Lo
reason: (by- ‘vesignatiaon, dlscharge, retirement; or-déath) the occupled ' . !
housmg urit must be‘vacated w1t"m.n a reasonable le g of time." o

o ¢
, . "W v -

. .B. Garages are available only ito thé occupanfs of “th
: Apartment Building. Gallages are not assigned to specific
tenancy atsthe time. a vacancy octurs. - This does met imply
ywho are presehtly occupying garages may use-their _period of t
A, pmom.ty detemu_nant 1to acqulre a garage more to Reir, Miking N

a Iy R

.

Adv1smg Student Organlzat ons T

; Faculty
partment .

Student organlzatlons frequently request faculty mbéers to’ becofﬁe‘

, fapulty adv:u%ars Tech encourages members of the facult§ to work ‘withe
© . ¥ _students and student or‘ganlzatlons. A faculty adviSerfis expécted: '
R ' % to dssist the groupjto gain and ma:.nta:.rmltf“'st us/|s a recognlzed
" - . . student organization; ) to be familiar with inyfilfiti regulatlons ~
. - involving individual and.geoup tonduct, and o {assk '
SR opganization in avoiding breaches of those rez?;_¢ A ,
advise the organlzatlon\‘as to how it may achdele ‘ts ‘stated goals ‘and -

pur’pcses. o ..‘,, R J ;

E JI'he ‘Dean of Students ‘bfflc% ig pleased to wcrk w1thmfaoulty advisere. o,
Copies of "Student Rightss Responsmliltles and Regulatlons" are ava_'l_lable

throug,h thls offlce. e S : o : .
2 . " 5 .. g * . . . ' :
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f ) o . ¥ . r'.‘“..' o ﬁ e ., : . o . : o oo
. . I. Chaperoning ' T : . S

< w

o

., Faculty mﬁi@e‘quenﬂy accépt invitations tog chaperone. White_
. - mgost occasions pose no problems fob chaperonesy’ occasionally they may be
«. . called upon to'ﬁa\éa?f-wj\th-a’ specific problem. To ‘assist c:hapen-o‘ne& the
_ ToITowing gm_l’lﬁélinésfrmeafréﬁab}isﬂaeé: ~Ee-ghauls iliar with = .
, - institutionaJ‘..\;*e ulations pertaining to individual and group conduct.
(See "Student-Rights, Responsibilities and _Regula’cion‘s{" available from
the Dean of Students' Office). He shogld be present during the entire.
. event and-call to\the attention of the student(s) in charge of the o ;
o . - event any obsgr'ved\viblations of -regulations and policies and assist |
in the enforcement(of such regulatigns when necessary. He sheuld, S
furtherm®re, make recommendations’ relative to hospitality, comfort and L5 '
/’.\esntertairﬁ\\e\nt of guests, ' : . .
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R ' ' - VL. ACADEMIC- POLICIES , T . '
v . v - ..v . i . ~‘ ‘\ »10“ " a.) .., h'.
AP A: Grading System . oo - . :
. lA " 1. The basiC‘gradlng gystem’ at Tech is as follows L ! .
- X.A et
‘& B ~ Above average ' , - : S n B
R , * . C - Average . 2t C . . o ©

" S -D°~ Lowest pa581ng grade ,
. T NF - Failure - ,
~ ¢ 4 o .
W, - W1thdrew.‘ Offlclally tithdrgw within date specified on”
, , academic calendar; no credlt or penalty is attached to
. ' . S a nwn gr‘ade. .. ) ¢ . N N
\ . 4 ) - ;
N e FI*-_Fallure irregular withdrawal. + Given when a stydent quits
: . attendlng class but does not: withdraw oﬁflclally .
s . N e . yi o
.o » ,*;I - Incomplete’due to illriess or unav01dable 01rcumstances. “« .o
[ . “The studerit has 6 weeks in the next semester (not count- :
&*fﬁ . ing summer ‘terms) to make up an- incomplete. The Committee .  *
g ' on Cla551flcatlon and Grades may upon petltlon by a student -
o8 @ during the six: week period extend-the make up period for a - . ,
. - , reasonable time if extenuatlng circumstances seem to - , )
" justify it.  When turning in an I-grade, the instructor - - -
' must fitline requirements to complete coursé. An "I" 7
. L - %pecomes an "F" if not made up in .the specified time; -except’
. - e in sourses (stch as Special Projects) when the department o«
N ; -+ chairman certlfles to the reglstrar that a longer-tlme " . '
- o - 'w‘ - must be gxanted o B 7 L,
. { - - s s 5 \

Another group of non—credlt courses are graded as follows

. ~ Cal ot
. P‘— Pass . o , ,
S 2 Failure . o ) L

These 1nc]ude

3- 100, 8-100, 13-100, 40 1 n,. 80- 100 Freshman omentath
40- 205 206 207, 208 209 Qo—op WOrk Experlence. ‘ -

e

: S IO penalty is glVeanor an T grade in thése courses. I )
— o ) = Ry e
. Te - : . L S
h The only credlt course with Pand F grades 15 [
e»i> SR 6-499 Dlrected Teachlng 6 hrs. , .

N -
Here, too, no penalty in deflClt quallty points is given for an F.
., . . j , . h . '\\~ . ) . ) . I . oy E
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2§ﬁé£aduation Requirements .

The College catalogue explicates graduation ﬁequiremenfs.

Revisions to those requitements would be reflected in the minutes of the
Academic Council and can be setured from the Registrar's Office.

- -

C 3. QuaIify Point§‘(including D/F Repeat Rule) _ ','v -
a. Quality Point Calculations’. - '

, Quality points'are based on the following quality point values
for each semester hour of credit: '

A=z U4 ’ )

b - 3@ -~ . -
. D= 1 - . . |

F= 0 ‘

I=10° .

TI = 0

The quality point average is computed on all.work for which the
student has registered with the following exceptions: -

ég:CburSes with grades.bf "W

b. Non-credit courses with "P" or "F" or Directed Teaching
With "P" or NFH . ~—
" ¢. If a student earns a grade of "D" or "FY on any .course
. . taken mno-later than the semester or summer term during .
“ hich he attempts the sixtieth semester hour, and if
‘he repeats this course prior to the receipt of a
baccalaureate degree, the original grade i$ disregarded
and the grade or grades earned when the colrse is re-
peated are used in determining his grade point average.
. M N 'f.'\ i

A1l students, former and~present; are eligible for thé\-\\
D/F repeat rule. . ) - S, v,

b. Tﬁansfer to Engineering Te@hnolo%zﬁrjv ! ’ S i

i
f

o Students in u—year'curriculums at Tech, or other bolléges may °

" “tyansfer to Engineering TFechnology with no, penalty for deficit quality - .~
points. The student, if approved for transfer, is given credit only :

for courses with "C" op better'grades that are required in his new

program. Lo o o

@ e

IfXOn academié”probatidh‘at‘theptime of tpransfer, he remain®
on probation until he has earned a 2.000 average in TechMnology. Gradua-
~ tion is based on 2.000 overall average attained while enrolled in .
- Engineering Technology. SRR

[y ) . o




B. Probation and"Suspension

need to earn gkcess quality points, with "A's" or " 's" t0 bring his

Shouldviggfudent's quality point average fall eYow 2.00, he would
average up. 2.00. v o

. ™~
1f he were to have a deficit of eleven op more quality points, ﬁ?
would be, automatically on académic probation and his class load would .
be reduced: If his deficit were to remain at eleven or more for one
- senester, he would be suspended from the college for one semester.

. - - On ™etuning, he must continue to earn better than a 2.00 average or

his rame will be dropped from the college rolls permanently. Students
on arademic.probatish require special advising as to course loads and
the extent of eytside activities. . o

“fulents, once suspended, are not eligible to return to Tech auntil
one full semester has‘passed. A second suspension results in a permanent
- suspensioh unless exception is granted by the Classification and Grades
Committee. . . _ ' : : , : -
Yy

Class Withdrawal,Policy

At ‘the time mid-term grades,éré=submitted'an instructor may give a
srade of "W' to a student who-has been absent two consecutive weeks or .
RO ’ ' ‘. . o ruv

 A“student withdrawing from any class from the beginning of the semester .
_until fowm weeks after the date designated in the academic calendar as
receive the grade of "W". \ .
Stidents withdrawing from classes after the expiration of-the "W" period
' will receive grades of "WP" or "WE". ("WP" if the student is passing the .
" * course at the time of .the withdrawalj "WF" if the student is failing.)

A student receives abgfade of "FI" for an irrvegular withdrawal without -
T PeTIiSS 10w, ; 2 S \ . .
D. Class Attendance-and Make-Up Exams - K ,'
,'1 7 [y . B " ) M . A N .
“‘ﬁEﬁch instructor is responsible for developing policies on cldss attend-
ance and make-up exams which he should announce to his classes .early in
“b'éhe semester, preferably in writing. % R

Tnstructors should d éeﬁ'the%r;claSS lists and new admission slips

against their‘students in the class during the first class period of the|
L comester. This will hélp to prevent such mistakes as students being:in

‘%the Wrong, classes.‘ . ®

. \ } -
. If an instructor notices that a student is continually aﬁant‘from a
. cldss, he should notify the Associate Dean of Students. This office can
- Jthen Coqtact’ the student in order'.to determine if the student hag withdrawn
' jrregilatly of if he i8t$Q¢QQ§a of personal or academic counseling.
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1. Institutional Excuses

Institutional excuses are given only for institutional activities
or absences authorized by the institution. Personal illness, fineral
attendance, etc. do not fall under the rubric of institutional excuses.

A1l institutional excuses must be approved by -the appropriate
Academic Dean of the faculty member requesting excuses, except in the -
following instances: 4 '

a. Partiéipants in intercollegiate:gvents approved'bylfhe
Athletic Director, or ) '

b. 'Other institutional excuses not coveped above are to’
be approved by the President. : :

Tt will be the responsibility of the student to present evidence
of an institutional excuse to the appropriate instructor if necessary.

The Registrar's Offic%%;ill distribute institutional excuses to
stidents upon their request. c Registrar's Office also will maintain
apnual files of institutional excuses. S

for assignmé s, notices and material covered in a class for whi¢h an in-’
stitutional e e is issued, he may not bepenalized for the gbsence.

This includes the right of the student to a make-up of quizzgs.or exams
which would affect the student's grade.- L ' :

Alt%ggizsthe student having an institutional excuse is responsible

Tt is the student's responsibility to deliver an institutional -

excuse to the instructor if needed in order to avoid a penalty. 7 ot
! The abover policy was approved by the Academic Deans Council on - ° ) ‘

February 13, 1875. . . . . " |

£, Submitting and Changing Grades . ‘ _ 4 K o

. At the end of each semester, grades are submitted along with é@pies .
of the class list and the grade cards of each member of the class. These
forms are sent, to the office of* the Director of Admissions and Registrar. '

L e . '

' If a\i%ggéty menber wiskes to change the grade of a student, he must
.fi1l out a' foxm which may be secured from the Office of the Registrar and
which he submits.to the same’office.” This form must be signed by the
instructor and Dean of the School. Final decisions-on grade changes are
made by the Committse on Classification and Grades. R ’

N . ' e
The structure of the final examination schedule facilitates an exami-

‘nation of greater depth than could be given.in the standard one hour period. .
The existence of a final examinatiort schedule,, however, does not make it .
mandatory for an instructor to give an examination during the périod. It”

F. Final. Examinations

N .

is ‘mandatory, however, that all classes scheduled durin e;iiﬂél exami-
nation week meet according fo the schedule with full faculty and stlident

attendance. . .

88 %

e ' ) . 3
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An instructor may exercise his option of not givingm"é‘ final examination

during the scheduled period, provided that all of the following conditions

(a) A written reduest with reasons is submitted to the chairman -
under whose jurisdiction the course falls,-and a waiver of
examination is approved.

(b) No comprehensive examination covering the entire course is .
to be scheduled during the final lecture week except upon
prior written approval of the chairman and Dean of the
School. . i

(c) The period designated on the schedule for a final exaii-

. nation must be utilized as a regular teaching period.

In the event a student is scheduled for four examinations in a single .
day, the Dean of his school will arrange an altered scheduled. No admin- =~
istrative arrangements are made in the event a student has three exami-
nation; though-a faculty member #3y allow a student to take a final at. an

,alternate time to ‘mitigdte such a load.

Gr"ade Appeals

The procedure described’ below has been adopte!j by the Faculty
Assenbly in the event a student wants to appeal a grade which he feels
is unjust. _ ' :

In the case of a dispute over an hourly examination or any grade
of importance, the student must see the faculty member invelved
immediately. If the dispute is over a final examination grade or a
final grade, the student must see the faculty member within two weeks
after the next term begins. : '

-
-«

If he is not satisfied with the faculty,member's decision, he is

directed to make an appeal to the Dean of hik School, -stating his

grievance or grievances inh writing.

_ Within twe weeks after receiving the grievance or grievances in
writing, the Dean will bring together the student, the faculty member

‘involved, and the faculty member's ‘chairman for a hearing on the appeal.

If the student desires, he may be represented at the hearing by a
faculty member or a student of his choice.

If the student is not satisfied with the results of this hearing,
he may within two weeks appeal his case in writing to‘the chajrman of
the Grades Review Committee. ¢ The Grades Review Committee must meet
and decide on the case within three weeks after the student has made
his written appeal. -

The Grades Review Committee will be composed of two faculty P

_ members élected by the Faculty Assembly in accordance with the Faculty

n

89
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Constitution, and two students elected by the student senate in -accord-
ance with the Student Constitution. The committee will elect its own
chairman. - " y .

Once a written appeal is made to\the committee by a student, the
comittee will appoint a faculty membgr from the same area of study, .
or fram an associated field, in which tthe dispute is involved in order
to assist in judging the case and to vote with the members of the p

. committee. ' _ T s a

In case a member of the Gradés Reviéw, Committee is J_r\walvgd/ in
\such a dispute, he will disqualify himself, and the committee will
appoint another individual to take his place. e

' BotH student and faculty members of the comnitteé shall have.
_the authority to determine whether an acadzn;z% tion was

"prejudicial or capricious" and to recommend a ge
However, only the faculty members of the c ittee s
. duthority to determine what the new grade hall bed

The committee's decision is = enfgrced by the President.
H. Confidentiality of Student Reoqrds |

. Tech Subscribes to the Américan Council on Education's statement
on the confidentiality of student-records.. That statement reads:
] . . ) - u‘m’w»’/ . ‘ .

"The maintenance of student records of all kinds, but .
especially those bearing on matter of belief and .
affiliation, inevitably creates a highly personal and : : »

T~

confident relationship. The mutual trust that this .
relationship implies is deeply involved in the edyca- e
jess. -Colleges acquire from students and .« . .
des’a great deal of private information about
their enrolldes fof the basic purpose of facilitating '
- their development as educated|persons. This purpose
is contravened when the material i made available to |
investigatory bodies without the student's permission. ‘ | |
Thus, although a student may not require that his |
record be withdrawn, impropefly altered, or destroyed, N _
o he may appropriately expect his institution to release |
- » ‘information about him only with his knowledge and o
' consent. Without that- consent, only -irresistible legal
compulsion justifies a college's indieating anything
more about a student than his name, dates of registered
. attendance, the nature of any degrees granted, and the ’
. dates on which degrees were conferred."

. . - / |
. |
. . . « -
0
.




o In implementing this statement, Tech has dopted its own policies

> expressed in the document, "Release of Information about Students at _~
" West Virginia Institute of Technology. Copies o ST .

secured from the Registrar's Office. B :

~




" VII. FISCAL INFORMATION
A ?C“ . . .

i paratlon Process

shortly before the adjournment o Legislature, for the fistal year
beginning on th next July 1. airman - should submit his budget
. requests to the Dean of hls Sch
a IS <
‘ Each "asking budget" should be realistic and should inglude an RE
estJmate of needs in these areas: . . .

i

) Departmenta’ budget requests w ii;be asked for durlng the spring,

1. Student a581stants
2. Instructlonal ‘supplies
3. Itemized list of new equipment (both
education dnd offtce) with jystlflcatlon
: for each item. - C
. 4. Repair of equipmént, ' . a "
5. Travel requlrements o v

v -

P

The Legislature must complete its actloﬁ on approprlatlons and the -~
-] Board of Regents must allocate funds to ‘Tech Befare the institution can
- make its allotments to the various spendlng un;;\ig The Dean will then
meet with-his chairmen to review needs in light O actudl budg€tary

allotments. Subsequently,.the Deans, the Business Manager, and the
President will meet. to determine actual allotments Thege. allotments.
_ are reflected in statements issueqd by the Business Office. '

. o
oo . X _n_ ‘ . N

| B.D Travel C ‘_ . (

~

1,

l Authorlzatlon ; o I , S

; ' Appllcatlon forms for requestlng authorlzatlon to t travel at S@ﬁﬂgJ/r
expense may be secured from the Chairman, who may.in. turTt i obtain themt from
the Supply Room in the-Maintenance Building. The appllcatlon must first
be appreved by the Chalrman, then submitted to the approprlate Dear? with
a statement concerning provisions for meeting any classes which may be .
missed during thelebsence If. these arrangements meet with the approval
>_of the Dean, the request goas to the Business Office (to ‘make certaln that
\?ﬁnds are available), and is then qubmltted to the College Presldent‘for
flnal‘apgyoval . . T

1

sts for out-of-state travel requ1re prlor approval By the
. Govermor; f#this usually takes about two weeks. There is a special form ~ ,
for thls/gequest on which justlflcatlon for the travel is required.
In—state travel does ndt require -prior approval from Charleston No, t
“travel outside of the United States will‘be authorizéd for payment from  -»
State funds. Requests for out-of-state travel must be submltted at least -
fourteen days prlor to the date the trlp is-to begin. To be assured of wr

’ \ a
. : .




reimbursement, approval from the Governor needs ta be obtalned before

leaving Montgomery Copies of detailed. regulatlons concerning
out—of—state travel are available in the Business Offlce . T

™

/. _‘\ R
The follow1ng p01nts should be covered‘lngyour justlflcatlan
RS s !/
(a) In.detail the numnber of persons desiring td' make the 7
trip (if. appllcable)
T ' @ . . ‘ L 3
(b) A statement as to what benefit the state of West  , . , RGN R
‘ Virginia and or the college or unlverslty will Pl '
der1Ve from attendance at such meetlng L ' ‘;“@/‘
’ ® ) W

(c) A statement as to whether or not the person or
' persons attending such meeting will take part R I
in ~the program or programs presented e . : o .
(d) A statement as to whether the meetlng as an
association meeting in which the college or
university holds membership, and 1f T,
reasons supporting attendanée u *H
"8- .

Appllcatlons for relmbursable travel expense, must be presented to

the President at least one week prior to the date of“travel if the trip

'.1s 1n~state, and two weeks in advance for out-of—state travel
e

2.

Phe . . ) -

P

General Rules : - ~ L ‘.

o
[

The State does not.generally advance money for trips on college -
business except for travel by athletic teams and large groups, such as-”
the .band or choral.  All individuals should pay their own expenses and

claim relmbursement later by submission of notarized Fxpense accounts.

Fach account is carefully scrutlnlzed by the State Auditor who is,
charged with the" respons1b111ty of requlrlng that travel be made in the

most expeditjous and economlcal manner and that the expense of hotel.

kY

aqcommodatlon be kept "as low as posslble

[
U

" The-extent &f college travel is limited by the annual state budget. =, «

An applicant, who might otherwise qualify -for’ trayel3 may have hlS request
’denled because sufflclent funds are not avallable [ .

)

Faculty and, staff -members, whose. fquEsts meeft with the approval

of‘ttezgpe51dgn9, may travel at state expense’ for the] following purposes:
. 4 » } ) o \ .
' n'(l)(Erofesslonal Jeetlngs/ conferencé/»and COnventlons, ®

(2) High school visitations as part of the college o
guidance program;

(3) Speaklng engagements, . : " o

(U) Other necessary purpose%.' . ‘ : S o




o,

.not be made for

!\’ i ) " - - ' - 86.
3. Transportation
ad a. Common Catrrier: e amount approvéd for staff travel at expense
will be based on the use ofeyisting common carqiers. This means that

- 4pansportation costs usually will be based on the round tpip’féfe by air,

s

i?’gilrf?ad,'coach- or bus.

-

. - . e . . N . .

, b. ‘State-Owned Vehicles. When public transportation is inadvisable

a college automobile may be assigned. The use of a college car is normally
restricted to short trips unless several staff members are making a trip

together. The State provides gas and oil, -overnight storage, parking meter -

fees, turnpike toll charges, ferriage, and bridge tolls, Except for-
parking meter fees, receipts must be secured.

c. Privatély—Owned Vehicles; The use of private cars will be
approved only when state-owned vehicles are not avéilable. The maximum
mileage allowance.for use of a privately-owned vehicle engaged 1n State

business is (11) eleven cents a mile, which also covers the cost of park-

ing and garage fees. Toll bridge and turnpike charges may be included .

as an additional item. ‘If a staff.member chooses to use his own car, the
ampunt approved for transportation by railroad or bus may be applied
toward his car expenses. ’ R S~ .

_ If an out-of-state trip is-made by private automobile, reimburse-
ment is limited to°*an amount equal “to coach passenger service-,on trips
where . common carrier will take the traveler to his complete destination, .
unless two or more Tech persomnel are transported. Then eleven cents a

mile will be approved. ,

~ 4. Subsistence Al]owance U e
L3

v ‘ T o o
. A. Lodging/- A1l persor&™traveling on State;business will be .

reimbursed in af agount equal te_their actual hotel bill (excluding radio,

television, laundyy and valet ch s) while abserjt from their official
stations. A' receipt for the amount paid for hotel rooms must be submitted.
with the originall expense account. Reimbursement for hotel expenses shall
employee's spousé. In the casps of doublg occupancys
hotel weimbursement\will be on thé¢ basis of single occupancy rate. Prior
's ﬁ}ffiéﬁe must bé obtaingd~for lodging at the

appraval by the Goverrio: ]
Greenbrier Hotel. .

e
o '9‘_:""“4»*,‘%_ .

B. Meals - Reimburséheht will be\ﬁaaémfgztactual cost of meals

“ while absent from official stationyto a maximum-amount of $9.00 per day

for travel within the .State of West Virginia. Saidvmaximum allowance
shall not be arrived at-by average of days, but a purely day by day

, maximym per diem. Reimbursement will be made for actual costs of meals

o«

incurred while traveling without the State, to a maximum of $15.00 per
day. ' S . .

!




o~ C. Registration Fees - Registration fees at converftions must be
. supported by receipts and are limited to 450 for each of,:
. unless prior approval is granted by the Governor's Office. "
. shall -reimbursement be made for total expenses of traveling without the
State’ in excess of $u5 per day, ekcluding mileage and transportation
costs, except with prior written approval of #he Governor. . g
. ' ' 5 e ‘
5. Filing Expense Accounts. . = & . oL
Forms for submitting expense'accounts are availabie fr034ChaiPmah,
who in turn may obtain them from the Supply Room. The Businegs Manager -
will require three copies for each claim submitted. Within five days
after an authorized trip has been cdmpleted, the staff member should file
with the Business Office: ) P c <
. (1) The original’approved travel request -
(2) Three notarized copies of ”Traveiing Expense.Account.” .
Out-of-state travel requires a_differ§nt_foﬁm-than>is
+ used fog in-state, travel. St ’
. . =(3) A11 receipts such as lodging, overnight étorageVof car,
' turnpike tolls, registraticn feds; and all other
expenses except the staff members own’ meals and mileage
if personal car is authorized. ’

o . B : -
_ Fach expense accourd must show the purpose of, the trip and must
e list in detail a¥1l expenditures, with hotel bills and each meal showh -
separately. Reimbursement For ‘tips, gratuitiess , entertainment,
“and other personal charges wi}l not be allowed. ‘

\\\\‘ } iﬁ Reimbgrsement‘usualiy re&ui}es“twonggeks,
<* B, Usé\of‘State—OQned’Vehicleé . "

fa:vRequesxé for Use.U,Collegé—owned vehicles may,be used for any .
legitimate college  fupction, provided that the rules governing their use

and operation are fully met. Approval of the Governor is required for ;0

the use of any ‘State-owned vehicle tutside of”the State.
N S ey T oo .

\ Requests for the use of vehicles .should be filed at, least 24
hours in.advance of the projected use. Application formns for the use of
college cars may be obtained in the Businéss Office. The completed form
must be Teturned to the office of issue for approval and assignment of °
a vehicle, if one is available. B B

e

Faculty members whb have need for the use of: a college truck
,should-@@ke‘arrahgements_with;ﬁhé,Business Office for a truck and driver.

; ‘ i . - . |
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\ b. Report Forms. When the driver calls for the~ear'K%ys eport
. fortf on the use of the vehicle will be issued, also a nationdl credit-cand
+ ' 1if neéded. Upon completion of, the trip, the keys, credit card, completed
form, -and any tickets for the pyrchase of gasoline or other materials in .
connectien with the operation of the vehicle are to be returned promptly.
" | L -

parent that the fuel in the gas

. . c. Gasoline Purchases. If it-is
— tank ig low," the ‘tank should he filled- before 16Aving Moptgomery.- Such
. purchases should be made at the Staté Department of Highway's Station
- which is locdted on U.S. Route 60 about two miles west of Montgomery.

- A

- e Pl

« o

Whenever pessiblé, while on a trip; gas . should be purchased. at a.
staté road garage. The savingsyto the college, in State and Federal taxes,
~are .considerable. * Order -forms for purchases ‘at sta;e“roéd;garages\are.

presernt in each car-or may be Obtafnqd from the Buginess Office. .

~d. Regulations Govérn@ng Use of Vehicles -
(1) The driver of any vehicle must hoig a currentiy '
A B walid West Virginia operator's licensé and must . e
Do ' De a paid employee of the.College. -« ' . oo
(2) Persons who have no official connection withgfhel
o . * . - college, eithgr-as cmployees, registered students,
or faculty menbers, may hot be transported im . .
college cars. ‘ ' :

“

(3) College cars are available only for official college
‘. business. .They are not usable by or for student
E fmganizatidhs._- ; ST
* With therappreval'éf the President, cgllege'cqr§ _
o . may be uséd by faculty members for essential college, -
' . ' functions. * A- staff member must be in the cdr at all
"/ times while the car is in use. . The staff member is
' responsible for seeing that® proper caytion is " .
. exercised in driving and care of the cay. ’

,

. . 7. .(4) Vehicles operated.by students are violabing ‘the
L o conditions of insurance policies; in this e¥ent o
v the staff member making the request'beéomes
' ~ personally, responsible for the Vehicle and its:

safe 9pératﬂoh."'- o I L)
o . v (5) Enrollediftudents‘whose presencé in a state vehicle
‘ " is directlly related to théir educatiorial program or,
B o work assignment are covered by the institupgon's . -
g -~ indurance coverage. R 5 T

s e I S . p . R W
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1. Beneral Regulations -~ ” , :
- ,. ‘ . i
Facalty and staff who are in need of matemals or supplies should {
submit their requests to their Cheirman who will process the request. Ho .

. burchase requisition,will be honored unless adequate funds are ava_l_LaDle . §‘

in the 3-'>p:= tmental or Divisional budget. - - -

v

e} matem.als squlles ‘of equiprent may be Durchaaed by an . .

incavidual and cnaroed T0 the college.
’ ° . . -~
?. Tatalogues : ; ) T oo
The Business Office mairtains a fils of cataloguss on eqa_.:ment and -
SoMes wmm are available 1t faculty and staff. -, _ -

The library also has oevepal references of value in orcering:
(1) Thomas' Register; (2) Sween's :119, (3) Chemical mm_neer‘.pg )
ftalogue. (&) The Process Industries ua‘élo*ue.” N :
3. Jdrdering Eguipment and Suppiies S ) o :
. - .“ ‘- g '. . . .
All purchase requesTs rust be submitted on a special order form oo
"R *’J',:.Sl‘:lO"'S ;or; Sunol-ea whicn are availaeble from the Chairman, who
may in turn obtain them fmr the Supply Room (iamtenance Builiding).

. /
’ v . v _'\' )
b. Requests for eou;::vmpnt, fo applies, and for repairs and .
glter T10'15 should be submitfed on" ate, 'sheets because items ih T .
thede Three categories are paid ifrom e accounts. :

vy R . . . . . -
c. wWrite requisitions 50"they can DA easily understood.- ror each,.
'em, "*'fh' \.a“°' auant“*y a :irw‘ ‘oo,.:le‘v description and specifications;,
cefted vondors, if possible. All -

;\r\:q_.iﬂ-zms are S\.IDJeCL ™ co moetisive Tiddings therefore, it is impera- ..

Tiva.that specifications descrile accurately the item desired. A trade =
nare or catalogue number is not.encugh description. Describe carefully

in terms of "construction or function. You may add, ‘at the end.of the ' L
.deseription, the worcs: Must be 2qual in all respecis o Ct

g -

-(Tradg or manufacturer's nams 7 rroﬂfﬂ ngmer) - ‘ -
..A\~ ¢ - L) 7/ "

. . '1'_‘19 original requisition should be submitted to‘the Comptroller; ) .
e carvon shou’fd be kept in the C').a*rman s files. e 7 . .

- .~ The’ o fficial mamsnlm for your. order will be. wr'lt*en by the’
PuSinesow fice, t’hen appfovad by-the President. After the requisition
leaves the Wsingss Offiee, anm x¥itional two o four weeks or longer LA
will usually requlred for DI’OCQC'»:ln5 by the State Dlv;smn of Purchases.

< ctually Doerx placed,- you will receive a copy .of the

e of t‘ne vh‘héor, the ac*ual cost, ahd the




1./ General Regulations -

Faculty and staff who are in need of materials or supplies should
subml ,thelr requests to their Chairman who will p ss the request. No
purchaae requisition will be honored unless adequatE funds are available
in the Departmental or Divisional budget.. . .

INo materials, supplles, or equipment may be purchased by an
indivigual and charged to the college .

. Catalogues

) "
The Bu51nesq Offlce maintains a file of catalogues on equlpment and
supplfies which are available to faculty and staff.
o
' The- library also has several references of valué in ordering:
(1) Thomas' Register; (2) Sweet's File; (3) Chemical Englneerlng
Patalogue, (W) The Process Industries' Catalogue.

.

- 3. Ordering Equipment and Supplles.
. . : €7 :
“‘a. All purchase requests must be submitted on-a special arder form B
"Requ151tlons for, Supplies" which are available from the Chairman, who
nEufgjlturn obtain them from the Supply Roow intenance BUIldlng)

®

nd for repairs and
because items in
ts.

, b.;Requesqs for equ1pment, for suppligs,
alterations should be submitted on separate, shee
these three categories are paid from separdte accou

C. WPlfe requ151tlons so they can be easily understood. For each

item, indicate: quantity desired; complete description and opec1ﬂ1catlons, o
ectimated cost; and at least three suggested vendors, if posqlble All -
requisitions are subject to competitive bidding; therefore, it- is impera- §’—
tive that specifications describe accurately, the item desired. A trade
name or catalogue number is not enough descrlptlon Describe carefully

'\ ®in terms of ‘construction or function. You may add, at the end of the . -
desceription, the words: Must be equal in all respecfs to

(Trade or manufacturer's name & mmdel number)

N“h“mmm . d. The original requlsltlon should be submitted to*the Comptroller,
, %%ﬁgmhsarbon should be kept in the Chairman's files.

: ally been placed, you will reéelve a copy of the
mdoiReame of the vendor, the actual cost and the . »

Ry
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f. Upon receipt of the equipment or sﬁpplies, a notation of the
delivery date should be made and the shipment should be checked against
the purchase order. : ’ ) .

"Any breakage, shortage, unacceptable subgtitutions, er errors
in filling the order must be reported to the Business Office at once.

g. When the invoice is received it should be checked against the
receiving record indicated in.item MFM above and if correct, it should

. .be signed by the Chairman and promptly forwarded to the Business Office

| .

for yvayment so that no discounts will be lost because of undue delay.

t. Records of incoming shipments should be retained for inventory
TN TSI : T

0. Fepairs and Alterations o R
All requests for repairs and maintenance must be submitted in writing

cm blanks provided for this purpose by, the Superintendent of Buildings
~nd Grounds. No alterations to any college building, including both ex-
torior and interior walls, are permitted without prior approval from the
President. . /

V Requésts for maintenance and repairs involving faculty housing units
should- be submitted directly to the Superintendent of Buildings and
Crounds. o .

Raquests for alterations and re a2irs in classroom and offices should
be channeled through the Chairman. | These requests must be, in writing on
regular job order forms. In'an eme%gency, call the Business Office and
give the informatibn by telephone.

Complaints regarding janitorial service or employees should be
Jivectod to the Superintendent of Buildings and Grounds .

Please cooperate insofar as possible by keeping your classroom neat
ard ~lean. Turn out lights when room is.not in use. Close windows after
your last class. ’ ' L ‘ : C

Faculty members should lock of fice doors at all times when they are
not in. their.offices. This applies especially to those who must share
offices. - Upon leaving his office for the day, the faculty member should
also close all windows. ’ ' : :

I... Inventories
1. Inventory Control
The State of West Virginia requires each deparitment or division to
maintain adequate records for all equipment and supplies assigned and 1in-

ventories to it._,Equipment'already on hand has previously been tagged and
given a State inventory number. As additional- equipment is. purchased,

98 | - (7

©
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inventory numbers will be assigned and State tags affixed by Inventor&
Control. . : '

. An annual inventory of all equipment is required.

2. Responsibiiity for Equipment
: 1
Each department or division is responsible for equipment listed

or’Tten inventory. No ‘equipment may b destroyed, discarded, sold, or
traded-in until approval by the State, Inventory Contrpl Office has been
secured. This includes library books|and materials.. All such requests
must first be submitted to the Business Office.

“_ 3. Transfer of Equipment ny . ‘ . L

~

To strdnsfer equipment from one building to ”éfher,‘or'fﬁom one
department to another, permissicimust be cbtained from the Business
~ Office and ‘the proper forms must be filled out.- ’ -
_ ' S ' ° . ; S
| If a tag becomes lost, notify the Business Office, giving-the
number of the lost tag, and a duplicate will be secured.

e
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